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3.5

Processing an Application Part Il

Gender: When referring to the Client, she/herself was used throughout Volume 4, SSM for
simplicity. However, both genders, male and female, may receive benefits.

3.54

Workgroup 2 Work Instructions

3.54.1 Process New Application — [Program(s) Applied For]

Step

Process New Application — [Program(s) Applied For]

1.

From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.

ACS Supervisor Home Help |

Process Request for Services Case
Apply Now Person

Create Application Case Document
Create User Defined Task Task

Change Password User

Get Next Task

Task Case Primary Client Task Name Status Priority Due Date

1006 - Process New Application - Food z
Stamps,Cash,Health Coverage Reserved High 10/15/2007 12:52

9000027458 Smiley GrantE

The WFMS displays the Task Home.

View the Subject and Task Instructions.

Task Home Help |

Close Task Park Task Eorward Task

Subject

1006 - Process Mew Application - Food Stamps,Cash,Health Coverage

Task ID: 9000027458 Status: Reserved
recent items Priority: High Deadline: 10/15/2007 12:52
Reserved By: April Rogers Last Assigned: 10/12/2007 13:22
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page

Review case notes and complete processing of a new application, which includes completing the Application Entry process in ICES, requesting necessary
verifications, and reconciling Data Broker results. If appropriate, this task may also include, but are is not limited to initiating a front-end integrity referral, a
out-of-state inquiry, or initiating an asset trust review.
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Step

Process New Application — [Program(s) Applied For]

Under the Supporting Information cluster, click Case Home page.

)
y
C)

Task Home Help |

Close Task Park Task Eorward Task

1006 - Process New Application - Food Stamps,Cash,Health Coverage

Task ID: 9000027458 Status: Reserved
recent items Priority: High Deadline: 10/15/2007 12:52
———— Reserved By: April Rogers Last Assigned: 10/12/2007 13:22
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Review case notes and complete processing of a new application, which includes completing the Application Entry process in ICES, requesting necessary
verifications, and reconciling Data Broker results. If appropriate, this task may also include, but are is not limited to initiating a front-end integrity referral, an
out-of-state inquiry, or initiating an asset trust review.

The WFMS displays the Application Case Home page.

From the Application Case Home page, under the Options cluster, click Access Application
to access an image of the scanned application.

Application Case Home: Smiley GrantE - 9000021716

Options
Access Application Rescan Application Generate Internal Cover Sheet
Send AR Information to ICES Send AE Information to ICES

Completed AR in ICES Completed AE in ICES

File Date: 10/12/2007 If yes, whats the Case Number?:
Application Status: AR Complete Preferred Language: English
ICES Application Number: 3000381743 Health Coverage: Family Medicaid
O Assets Programs Applied: Food Stamps,Cash,Health Coverage State Funded or Refugee Assistance:
O Earned Income Currently Recieving Benefits?: No ICES Case Number: 0

O other Income Applying for Yourself: No

County Of Residence: Grant

1102 november st 1102 NOVEMBER CT
Home Address: marion, Indiana 46952 Mailing Address: MARION, Indiana 46952
Grant

How many people live at this address 3
(including yourself)?:

An image of the application opens in a separate window; leave this window open in order to
complete the Process New Application task.
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Step

Process New Application — [Program(s) Applied For]

- 3E "L R ey | rma -
@ i for
2R (LTI
icati ” i 'umuzmnuuuss:-:-.
Application Case Home: Smiley GrantE - 9000021716 He
oo G s e Yo st 1 e v et ey e ——
. ‘are apotyin for,and 4gn he orm. e il s oampies pis agpikation pooess. siease
O Documents S T o T
cume IAC 137, 4T0 LAC 1-31, 470 A 41, 408 WC 112, 46CFR 30540, 7 CPR £73.10), 42 GPR 431305 T o 0 b rfaaed et
O Members Access Application Rescan Application Generate Internal Cover SH o " V]
O Review Application Send AR Information to ICES Send AE Information to ICES
Checklist e ey o
Completed AR in ICES Completed AE in ICES ks v oy Foisds
e "
laopsnamant o)
|anpiicanon. ity quickly.
File Date: | 10/12/2007 If yes, whats the 1.1 woud ke 0 apply for: ] Al Programs s @ 2
= ‘Case Number?: 2. Senvices? [1Yes (o
Application Status: AR Complete Preferred Language: English 3 Omysen 1
ICES Application 3000381743 . Family Spnes el oo Ron b e o e
R Health Coverage: T Fenione T - :
Food e = Smiley GrantE
- e Funded or 3
5 5. Phone Number: . Cell Prons: 7 3
Programs Applied: Stamps,Cash,Health Refugee Assistance: Work Number:
Coverage
CU"E“‘WBR:F‘\::;‘;:}}? Ko ICES Case Number: ° 8. Home Address - Number:  Sireet: Apartment Lot:
== 1102 November Ct
Applying for Yourself: No City: Swte:  Zip Code: County:
Marion IN 46952 US
Couriy OF| Grant 9. Mailing Address: (i different than above) GPRCIAL USE ONLY
Residence:
1102 november st 1102 NOVEMBER C
. marion, Indiana . MARION, Indiana City: Swe:  Zp Gode:
Home Address: 46952 Mailing Address: 459532
Grant
le Ii 0 orca 1900 7052272
How many people live at 3 L i 1 o8 000 95272t o
this address (including sy e
yourself)?:
[hone mumbers ——— :

Heme Phone: Mobile Phone:
Work Phone:

| reor zeo7 man

ic Housing and Housing Assistance Eanes

Live in public housing: No
Receive Section § assistance: No

=~

Review the information on the Application Case Home page to familiarize yourself with the
application case. Review the Application Status and Programs Applied fields.

mily and Social [ ] :’
ices Administration . %

A

Application Case Home: Smiley GrantE - 9000021716 Help |
Access Application Rescan Application Generate Internal Cover Sheet
Send AR Information to ICES Send AE Information to ICES
Completed AR in ICES Completed AE in ICES

g ' e Xeln '“"5"‘_5 File Date: 10/12/2007 If yes, whats the Case Number?:

Requests it Application Status: AR Complete ] Preferred Language: English
ICES Application Number: 3000381743 Health Coverage: Family Medicaid
._ . Food Stamps,Cash,Health Coverage State Funded or Refugee
( Programs Applied: R ey
Currently Recieving Benefits?: No ICES Case Mumber: 0

Applying for Yourself: No

County Of Residence: Grant

1102 november st 1102 NOVEMBER CT
Home Address: marion, Indiana 46952 Mailing Address: MARION, Indiana 46952
Grant
How many people live at this address 3
(including yourself)?:
recent items Phone Numbers
Home Phone: Mobile Phone:
Work Phone:
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Step Process New Application — [Program(s) Applied For]
6. | Using the left Navigation bar links, briefly review and familiarize yourself with the application
case.
Click Documents from the left Navigation bar. Note if any supporting documents have been
received with the application.
|_navigation
Click Members from the left Navigation bar. Review the household members. If a member
has a birth date of 0101 (month/day), search to see if household has a screening case.
When a caller screens and does not know the date of birth of a household member, call
center agents are instructed to enter 0101 as the default in the required field for date of
birth. If a screening case is found, review this date of birth against the member’s birth
certificate (should that be required for the type of assistance requested) or make a case
note to confirm during the data gathering interview.
L]
Click Authorized Representatives from the left Navigation bar. Note if the applicant has an
authorized representative.
Click Member Relationships from the left Navigation bar. Review household member
relationships.
L. ]
Click Notes from the left Navigation bar. Review any notes that may have been entered by
Workgroup 1 when processing their New Application Ready for Initial Review task.
7.| Click Absent Parents from the left Navigation bar.
( )
The WFMS displays the Absent Parents page.
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Step Process New Application — [Program(s) Applied For]
8.| Compare the Absent Parent information in the WFMS with the absent parent information on
the application.
To Add an Absent Parent, refer to Section 3.5.4.2, Add Absent Parent <insert hyperlink>.
To View Absent Parent Details, click View next to the absent parent.
1 Sacial
vices Administration
Absent Parent Relationship Child
CFLE ALLEGED Happy GrantE Active
O Review A‘pp]kaﬁm FIJI WATER ALLEGED Delighted GrantE Active
Checklist
O Solicited Documents
Requests
'O Absent Parents
The WFMS displays the Absent Parent Information page.
To edit Absent Parent details, click Edit next to the Absent Parent to be modified.
| Absent Parent Smiley GrantE - 9000021716 [(seip |
O D N Actiog Absent Parent Relationship Child Status
Ol Bambees: viev] |Edit CFLE ALLEGED Happy GrantE Active
O Review Application FLII WATER ALLEGED Delighted GrantE Active
Checklist
O Authorized
Representatives
O Member Relationships
O Solicited Documents
Requests
The WFMS displays the Modify Absent Parent page where changes are to be made. Once
all changes have been made, click Save.
o
A =
navigation Mndify Absent Parent : Smiley GrantE - 9000021716 Help
Absent Parent Information
First Name: IFUI Mo ﬂpf“né‘jf
Last Name: [WATER Date Of girth: | | &
suffix: e i
Rel hip: ALLEGED v Date Agsenca @
egan:
Pa{i:l‘:fﬁ‘:;?:’ - Sex: m
Re::osen“i:r ‘ El Race: | El
Street: | | Apt/Lot: | |
[ — state | [
Zip:
Employer Name: Zip:
Address: State: _
City: Employment Status: | |¥]
(Jcanca )
The WFMS displays the Absent Parents page.
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Step

Process New Application — [Program(s) Applied For]

Click Assets from the left Navigation bar.

O Absent Parents
0 Assets

O Earned Incomes

The WFMS displays the Assets page.

10

Compare the Asset information in the WFMS with the asset information on the application.

To Add an Asset, refer to Section 3.5.4.3, Add Asset <insert hyperlink>!

To View Asset Details, click View next to the asset.

Does anyone have personal property, real property(including a home), or rights to real property?:

o) Rev:iv:lsntpplkatinn Does anyone own a life insurance policy?:

Has anyone transferred, sold or given away property or other resources within the last 3 years ? or 5 years if a trust?:

O Authorized
Representatives

O Member Relationships

O Solicited Documents Does anyone in the household have any financial resources?:
Requests

O Absent Parents

Has anyone received any lumpsum or retroactive payments in the last 3 months?:

Does anyone in your household own or is anyone buying a vehicle?:

O Assets

O Earned Income

O Asset Type Owner Name Value
Smiley GrantE 0.00

The WFEMS displays the Asset Information page.
To edit an Asset, click Edit next to the Asset to be modified.

navigation FHelp

Household Financial Resources Information
O Members Does anyone have personal property, real property(including a home), or rights to real property?: v
O Review Application Does anyone own a life insurance policy?: .
Checklist
O Autharized Has anyone transferred, sold or given away property or other resources within the last 3 years ? or 5 years if a trust?:
Representatives = =
S Has anyone received any lumpsum or retroactive payments in the last 2 months?: |No |v
O Member Relationships i hid i ik ] o
O Solicited Documents Does anyone in the household have any financial resources?:
Requests % 3z = i
2.
e Does anyone in your household own or is anyone buying a vehicle?:
0 Assets
O Earned Income
Action Asset Owner Name Value

Smiley GrantE 0.00

The WFMS displays the Modify Asset page where changes are to be made. Once all
changes have been made, click Save.

The WFMS displays the Assets page.
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Step

Process New Application — [Program(s) Applied For]

11

Click Earned Income from the left Navigation bar.

O Assets

O Earned Incomes
O Other Incomes

The WFMS displays the Earned Income page.

1

N

Compare the Earned Income information in the WFMS with the earned income information
on the application.

To Add Earned Income, refer to Section 3.5.4.4, Add Earned Income <insert hyperlink>.

To View Earned Income Details, click View next to the Earned Income. The WFMS displays
the Income page.

Employed Members: Smiley GrantE - 9000021716

Is anyone in your household employed now or has anyone been employed in
O Documents the last 6 months?:

O Members Is anyone in the household self-employed now or has anyone been self
O Review Application employed in the last 6 months?:

O ity Is anyone on strike?: m
Representatives Has anyone voluntarily quit or reduced hours to less than 20 hours per
O Member Relationships week?:
Qi e
O Absent Parents
O Assets Actior Case Member Date Of Birth
© Earned Income m Smiley GrantE 6/2/1974

O Other Income
O Expenses.

To edit Earned Income, click Edit.

Income: Smiley GrantE - 9000021716 sHelp |

(Edit__)( Delete ][ Close |

Employment Details

= Case Member: Smiley GrantE
| recent items — Begin Date: 9/15/2007 End Date:

Employer Name or Income Source: CLOWNS PIZZA Employer Phone Number:
Pay Day: Weekly Hours Worked: 10
Hourly Wage: 7.00 Gross Amount{Before Deductions): 70.00
Income Recieved Frequency: If Other, please specify:

Self Employment
Is this member self employed now, or has been self employed in the last 8 No
months?:
If "yes", type of work?:
Enter monthly Hours of self employment: 0.00

The WEMS displays the Modify Earned Income page where changes are to be made. Once
all changes have been made, click Save.
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Step

Process New Application — [Program(s) Applied For]

: x o
o r
odify Earned Income : Smiley GrantE - 9000021716
Employed Member
= = ST 5 =
FeCENEIEITE Earning Member: | Smiley GrantE

Employment Details

Begin Date: W @ End Date: ’7 @
Employer Name or Income Source: |CLOWNS PIZZA | Employer Phone Number: |
Pay Day: Weekly Hours Worked: [10 |
Hourly Wage: 7.00 | Gross Amount(Before Deductions): |70.00 |
Income Recisved Fraquency: |Annually [~ If Other, please specify: | |

Self Employment

Is this member self employed now, or has been self employed in the last 6 []
months?:

If "ves", type of work?: | El
Enter monthly Hours of self employment: |U.UU

The WFMS displays the Earned Income page.

13

Click Other Income from the left Navigation bar.
O Assets
O Earned Incomes

© Other Incomes
O Expenses

The WEMS displays the Other Income page.

14

e Compare the Other Income information in the WFMS with the other income information
on the application.

* To Add Other Income, refer to Section 3.5.4.5, Add Earned Income <insert hyperlink>.

e To View Other Income Details, click View next to the Other Income. The WFMS
displays the View Unearned Income page.

e To edit Other Income, click Edit next to the Other Income to be modified.

e The WFMS displays the Modify Other Income page where changes are to be made.
Once all changes have been made, click Save.

e The WFMS displays the Other Income page.

15

Click Expenses from the left Navigation bar.
O Earned Incomes

O Other Incomes

O Expenses
O Notes

The WFMS displays the Expenses page.
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Step Process New Application — [Program(s) Applied For]
16| « Compare the Expenses information in the WFMS with the expenses information on the
application.
e To Add an Expense, see Section 3.5.4.6, Add Expense <insert hyperlink>.
e To View Expenses Details, click View next to the Expense. The WFMS displays the
Expenses Details page.
e To edit an Expense, click Edit next to the Expense to be modified.
o The WFMS displays one of the following pages based on expense type chosen to be
modified:
o Modify Shelter Expense page where changes are to be made.
o Modify Utility Expense page where changes are to be made.
o Modify Medical Expense page where changes are to be made.
¢ Modify Dependent Care Payments page where changes are to be made.
e Once all changes have been made, click Save.
o The WFMS displays the Expenses page.
17| Click Home from the left Navigation bar.
[ navigation Y
The WFMS displays the Application Home page.
18| From the Application Case Home page, under the Options cluster, click Send AE
Information to ICES.
{wh"g Family and Social CR e —— . O s
W Scrvices Administration g = 4 "
= | Application Case Home: Smiley GrantE - 9000021716 Trelp |
5
Access Application Rescan Application Generate Internal Cover Sheet
Send AR Information to ICES (M]
Completed AR in ICES Completed AE in ICES
oetots |
File Date: 10/12/2007 If yes, whats the Case Number?:
Application Status: AR Complete Preferred Language: English
C ICES Application Number: 3000381743 ] Health Coverage: Family Medicaid
Programs Applied: Food Stamps,Cash,Health Coverage State Funded or Refugee Assistance:
Currently Recieving Benefits?: No ICES Case Number: 0
Applying for Yourself: No
County Of Residence: Grant
1102 november st 1102 NOVEMBER CT
Home Address: marion, Indiana 46952 Mailing Address: MARION, Indiana 46952
Grant
How many people live at this address 3
(including yourself)?:
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Step

Process New Application — [Program(s) Applied For]

19

Navigate to ICES. Enter TRAN: AESCQ; PARMS: ICES Application Number. Press Enter.
The ICES Application Number can be found under the details cluster on the Application
Case Home page.

NEXT TRAN: AECSQ PARMS: 3000381743

20

The WFMS pushes the application information through the AE driver flow in ICES.

If the ICES Application Entry Driver flow stops, complete the ICES screen using information
contained in the WFMS and on the application. Identify missing or incomplete information in
ICES with question marks. Press Enter.

If ICES screen AECNR or AECFR appear in the AE driver flow in ICES, refer to Section
3.5.4.7, ICES Reconciliation Screens <insert hyperlink>.

If the ICES Application Entry Driver flow stops on ICES screen AEIHH due to a conflict with
marital status, it is necessary to first correct the marital status on screen AEIDC. Enter
TRAN: AEIDC and hit PF14. Enter the correct marital status. Press Enter. The AE driver
flow continues with pre-populated information.

21

Review ICES screen AEPND to evaluate missing information and/or verification(s).

AEPND PENDING DATA FOR ELIGIBILITY DECISIONS 10/13/07 16:11
COUNTY: 27 CASE: 3000381743  WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 10/13/07  STATUS: PENDING

INDIVIDUAL SCREEN INCOMPLETE INFORMATION

IDENTIFICATION
PROOF OF DATE OF BIRTH
PROOF OF DATE OF BIRTH
PROOF OF DATE OF BIRTH
PROOF OF MARITAL STATUS
PROOF OF MARITAL STATUS
PROOF OF MARITAL STATUS
PROOF OF HOUSEHOLD RELATIONSHIP
PROOF OF HOUSEHOLD RELATIONSHIP
PROOF OF HOUSEHOLD RELATIONSHIP
DELIG CITIZEN?
SMILE PROOF OF CITIZENSHIP
HAPPY G PROOF OF CITIZENSHIP

SMILE
HAPPY
DELIG
SMILE
HAPPY
DELIG
SMILE
HAPPY
DELIG

[AEANANANANANANANAN 2N AN

NEXT TRAN: _ PARMS
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Step

Process New Application — [Program(s) Applied For]

22

On ICES screen AECES, review all Assistance Group, Non-Financial, Resource and
Financial Summary Screens for accuracy.

AECES CASE ELIGIBILITY SUMMARY 12/17/07 15:10
COUNTY: 27 CASE: 3000381743  WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 10/15/07  STATUS: PENDING

FRENONTHHH

AG  AG FINANCIAL ****RESQURCE**#%* BEN MONTH

*HRE
S CAT SEQ ST PAYEE RS IV Q RSVDQ EXCESS RS V Q MONTH BENFT

a ADCR 01 PE S GRANT P PS C C 11/07 288
aFS 01 PE S GRANT P PS € C 11/07 426
a MA C 01 PE S GRANT P PS € C 11/07 0

PF22: AECIS
NEXT TRAN: _
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Process New Application — [Program(s) Applied For]

23

Review ICES screen AEWAA. Evaluate the reason codes for potential eligibility.

AEWAA ASSISTANCE GROUP AUTHORIZATION 10/13/07 16:14
COUNTY: 27 CASE: 3000381743 WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 10/13/07 STATUS: PEND

REDETERMINATION MONTH: 042008 BUDGET

CAT SEQ RE  PAYEE
ADCR 01 _ GRANT
Fs Bl _ GRANT
s Dl GRANT
MA C 01 _ GRANT
MA C 01 _ GRANT
MA C 01 _ GRANT
MA C 01 _ GRANT
MA C 01 _ GRANT

NEXT TRAN: _

ELIG
STAT
PEND
PEND
PEND
PEND
PEND
PEND
PEND
PEND

MONTHLY AG EFFECTIVE
AMOUNT STAT ***REASON CODES****  DATE

288.00 PEND 551 130 095 __ ___ 11012007

PEND 095 ___ __ __ __ 11012007

PEND 095 ___ __ __ ___ 10012007

11012007

10012007

A listing of reason codes can be accessed by entering TRAN: RFDI; PARMS: TSRC. If
reason code 311 displays on AEWAA, investigate the applicant’s eligibility status to
determine whether the individual is already receiving benefits in another active case or if
the application should continue to be processed for another category in accordance with

policy.
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24! Click Case Clues from the left Navigation bar.
The WFMS displays the Case Clues page.

o
{@ Family and Social
e Scrvices Administration

| Case Clues Smiley GrantE - 9000021716
L)
Clue Case Description Member Name

AEIEI Employment information available but not sent. SmileyGrantE
AERLA Type information incomplete.
AEFUC Utility Costs information available but not sent.

OO0 00

AEIIM Attend School information available but not sent. Happy GrantE
O AEIIM Drug Felony information available but not sent. Delighted GrantE
0 AEIIA Legal Guardian information available but not sent. Delighted GrantE
o AEIIA US Citizen information available but not sent. Delighted GrantE
AEIIA Ward of State information available but not sent. Delighted GrantE

O0O000000

The Case Clues page displays information contained on the application but not sent to
ICES detail screens.

25| From the Application Case Home page in the WFMS, click Documents from the left
Navigation bar.

(_ Doguments |

The WFMS displays the Documents page.

26| Review all supporting documents submitted along with the application to determine if any
required verifications have been provided, according to policy. If any supporting documents
satisfy verification requirements, navigate to the appropriate ICES screen and enter the
appropriate verification code. If the documents do not match anyone in the household, go
to Step 27. If the documents belong to the case, then skip to Step 35.

27| If any of the documents do not match any member in any assistance group, select either
De-link and Search a Case or De-link and Search a Person.

28 If you selected De-Link and Search a Case, then the Search Case page will display.
<Insert new GUI when available>

If you selected De-Link and Search a Person, then the Search Person page will display.
<Insert new GUI when available>

Use the same Search methods for searching a case or a person, depending on which
option was selected, referenced in Section 3.11.3.6 Searching for a Case Work Instructions
and 3.11.3.5 Searching for a Person Work Instructions <insert hyperlink>.
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Step

Process New Application — [Program(s) Applied For]

29

If the search finds a match to the individual or case related to the document, note the case
number or person the document was related to and select Link. Go to Step 30.

If there are no matches found when searching a case and a person, then select Close. The
Document Details page will display. Select De-Link, and a task will automatically be created
for WG 8 to process a Non-Indexed Document. Skip to Step 33.

30

Go to the case to which the document was just linked in WFMS.

31

From the left navigation on the Case Home Page, select Solicited Documents Requests
and verify if any solicited documents requested due date fields are still blank; determine if
the document that was just linked to the case satisfies the solicited request.

If the solicited documents that were requested were selected as “Other” on the Pending
Verification form, then from the left navigation, select Correspondence and review the 2032
to determine what “Other” verification was requested.

32

If the document that was just linked to the case meets the requirement for any of the
documents that were solicited, then select Edit from the Action column next to the
Correspondence listed.

If the document that was just linked to the case does not meet the requirements of any of
the documents that were solicited or no documents had been solicited, go to Step 33.

33

In the Received field, update the date that the document was received and select Save.

34

Return to the application case that was originally being worked.

35

From the Application Case Home page, under the Options cluster, click Completed AE in
ICES.

| navigation ““| Application Case Home: Smiley GrantE - 9000021716

[ #elp
5
O Members Access Application Rescan Application Generate Internal Cover Sheet
O Review Applicatio Send AR Information to ICES Send AE Information to ICES
: File Date: 10/12/2007 If yes, whats the Case Number?:
Application Status: AE in Process Preferred Language: English
O ICES Application Number: 3000381743 Health Coverage: Family Medicaid
O Programs Applied: Food Stamps,Cash,Health Coverage State Funded or Refugee Assistance:
0 Currently Recieving Benefits?: No ICES Case Number: 0
O
S 5 Applying for Yourself: No
O Correspondence County Of Residence: Grant
.
o 1102 november st 1102 NOVEMBER CT
Home Address: marion, Indiana 46952 Mailing Address: MARION, Indiana 46952
H Grant
How many people live at this address 3

(including yourself)?:

Phone Numbers

Home Phone: Mobile Phone:
Work Phone:

The WFMS displays the Case Home page.
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Process New Application — [Program(s) Applied For]

36

If the application is for HHW only, Refer to Section 3.11.4, Sending Notices <insert
hyperlink> to send FI 2032 — Pending Verifications for Applicants/Recipients requesting
verification and/or documentation of new information according to policy.

Note regarding retroactive Medicaid coverage:

0 Since applicants for Medicaid may be eligible to receive benefits three months prior
to the month of application if they meet eligibility requirements, be sure to request
specific information needed for this time period. For example, when income is
requested for the retroactive month to determine eligibility, specify exactly what is
needed on the 2032, not a general statement to “return income.” All income and
resources available to applicants must be verified for each month and entered on
appropriate ICES screens when received. If the 2032 includes only a general
request, this information will have to be requested again when the next user tries to
complete the tasks after the client sends in something, but not what was specifically
needed.

o For Hoosier Healthwise, simplified verifications are used in determining eligibility for
retroactive Medicaid coverage. If the applicant/recipient states that current income
is a reflection of income in the past three months, no further verification is needed.

If all verifications have been submitted with the application and the application is ready for
State Review and Eligibility Determination, continue with Step 38 to complete the Data
Collection Checkilist.

37

If necessary, reference the following sections to create and forward any of the tasks that
are necessary for processing the application:

Refer to Section 3.5.5.4, Initiate Out-of-State Inquiry Request Task <insert hyperlink>.

Refer to Section 3.5.5.7, Initiate Front-End Integrity Review Referral Task <insert
hyperlink>.

Refer to Section 3.5.5.8, Initiate Suspected Fraud Referral Task <insert hyperlink>.
Refer to Section 3.5.5.9, Initiate Asset/Trust Review Requested Task <insert hyperlink>.

Refer to Section 3.5.5.16, Initiate Systematic Alien Verification Entitlement (SAVE) Request
Task <insert hyperlink>.

Refer to Section 3.5.5.17, Initiate Resource Assessment Request Task <insert hyperlink>.
Refer to Section 3.5.5.18, Initiate ACS Policy Request Task <insert hyperlink>.

38

In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000381743

Enter case notes regarding the application processing (following guidelines for entering
information into CLRC, refer to Section 4.4, Documentation Guideline <insert hyperlink>).
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39

Click Data Collection Checklist from the left Navigation bar.

O Members

O Addresses

O Phone Numbers.

O Pending Verification

'_o Data Collection Checklis

O Second Party Review
Checklist

O change Checklist

O Solicited Documents
Requests

O Correspondence

O Notes

O Asset/Trust Review

O Benefit Recovery

O Tasks

recent

Data Collection Checklist: SMILEY GRANTE - 3000381743

Help |

Read Previous Checklist Read Current Checklist Create Checklist

Checklist Details

Data Collection Checklist
0of0

Status:
In Progress/Completed: 0/0

Type:
Checklist:

ion/Redetermination Data Collection Checklist for:

[0 cCategory Sequence Payee Status

[] TANF based on absence of a parent 01 Pending
[0 Foodstamps 01 Pending
| TANF-related Medicaid - ADCI, ADCP, ADCR, ADCU, including 4 months extended medicaid 01 Pending

Checklist Items

Complete N/A Checklist Item
O El Application data and any default values reconciled/updated in ICES
0O O Required Data Broker request submitted for designated program types
O O Data Collection interview completed (FS, TANF, Adult Medicaid only as appropriate)

Check Complete or N/A for all items each time Checklist is completed, unless Overriding Checklist

Data Broker information reconciled (NfA if Required Data Broker item is N/A)
For Adult cases, if asset trust present, Asset Trust task initiated

For Disability cases, Social Summary completed (Form 2518)

o e |

Asset Trust Review completed (N/A if Asset Trust checklist item is N/A)
Search performed for all outstanding tasks and completed as appropriate

Search completed for all outstanding verifications and information processed for any verifications found

i |

Required verifications evaluated for completeness for AGs ready for State review and eligibility
Case recording entered in ICES for data collection activities completed
O FIAT Authorization Needed

B

The WFMS displays the Data Collection Checklist page.
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40 On the Data Collection Checklist, mark the box Complete when the Checklist Item is
completed.

Data Collection Checklist: Smiley GrantE - 3000381743 Help
Read Previous Checklist Read Current Checklist Create Checklist
Checklist Details
Type: Data Collection Checklist Status:
Checklist: 0 of 0 In Progress/Completed: 0/0
Application/Redetermination Data Collection Checklist for:
[0 Category Seguence Payee Status

Complete N/A Checklist Item

O O Application data and any default values reconciled/updated in ICES

O O Required Data Broker request submitted

O O Data Collection interview completed (N/A for HHW Only)

Check Complete or N/A for all items each time Checklist is completed, unless Overriding Checklist

Data Broker information reconciled

oo

For Adult cases, if asset trust present, Asset Trust task initiated

For Disability cases, Social Summary completed (Form 251B)

oocoo

recent items

Asset Trust Review completed
Search performed for all outstanding tasks and completed as appropriate

Search completed for all outstanding verifications and information processed for any verifications found

oo

Required verifications evaluated for completeness for AGs ready for State review and eligibility
Case recording entered in ICES for data collection activities completed
El FIAT Authorization Needed

FEEEEEEE

Override Checldist
Reason Required: Check a reason below or enter comments

] Applicant failed to complete required interview or return required verification

] Applicant has withdrawn application or documentation indicates ineligibility

Click Save.
The WFMS displays the Data Collection Checklist page.

41 Refer to 4.29 State Review and Eligibility Determination Needed <insert hyperlink> to
confirm whether any additional action is required to send a task to the State.

42| Click Home in the upper right corner.
The WFMS displays the User Home page.
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Step Process New Application — [Program(s) Applied For]

43| Click the Task ID for the Process New Application — [Program(s) Applied For] task with a
Reserved Status.

Help

Process Request for Services Case
Apply Now Person
Create Application Case Document
= Create User Defined Task Task
# Change Password User

Get Next Task

A=t i 4 (i
Task e Task Name Status Priority Due Date

1006 - Process New Application - Food 10/15/2007
2000027458 | smiley Grante G
00027458 | Smiley GrantE Stamps, Cash, Health Coverage Reserved High 12:52

The WFMS displays the Task Home.

44 Under the Options cluster, click Close Task.

an and Social

I navigation Task Home Help
Options

Close Task
Subject
1006 - Process New Application - Food Stamps,Cash,Health Coverage

Park Task Eorward Task

i S Task 1D: 9000027458 Status: Reserved

| recent items Priority: High Deadline: 10/15/2007 12:52
Reserved By: April Rogers Last Assigned: 10/12/2007 13:22
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Review case notes and complete processing of a new application, which includes completing the Application Entry process in ICES, requesting
necessary verifications, and reconciling Data Broker results. If appropriate, this task may also include, but are is not limited to initiating a front-
end integrity referral, an out-of-state inquiry, or initiating an asset trust review.

The WFMS displays the Close Task Confirmation page.

45| Click Yes.

| Close Task: processnewapp-Case - 9000027458 Help |

Are you sure you want to close this task?

The WFMS displays the Task Home with the next task.
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3.5.4.2 Add Absent Parent
Step Add Absent Parent
1.| From the Absent Parents page, click New.
The WFMS displays the Add Absent Parent page.
2.| From the drop down box under the Child Information cluster, select the child for which the
absent parent is being added.
3. | Using absent parent information contained on the application, enter absent parent
information in the data fields.
Note: Required fields are marked with a red asterisk.
4. | Click Save.
The WFMS displays the Absent Parents page.
Click Save & New if more than one absent parent is to be added.
Repeat Steps 1-4 for each additional absent parent.
5. | Continue processing the application at Step 9 of Section 3.5.4.1, Process New Application
— [Program(s) Applied For] <insert hyperlink>.
3.5.4.3 Add Asset
Step Add Asset
1.| From the Assets page, click New.
The WFMS displays the Add Asset page.
2.| From the drop down box under the Asset Owner cluster, select the case member for which
the asset is being added.
3. | Using information contained on the application, enter asset information in the data fields.
4.| Click Save.
The WFMS displays the Assets page.
Click Save & New if more than one asset is to be added.
Repeat Step 1-4 for each additional asset.
5.| Continue processing the application at Step 10 of Section 3.5.4.1, Process New Application
— [Program(s) Applied For] <insert hyperlink>.
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3.5.44  Add Earned Income
Step Add Earned Income
1.| From the Employed Members page, click New.
The WFMS displays the Add Earned Income page.
2.| From the drop down box under the Employed Member cluster, select the case member for
which the earned income is being added.
3. | Using information contained on the application, enter earned income information in the data
fields.
4.| Click Save.
The WFMS displays the Employed Members page.
Click Save & New if more than one employed member is to be added.
Repeat Step 1-4 for each additional employed member.
5.| Continue processing the application at Step 12 of Section 3.5.4.1, Process New Application
— [Program(s) Applied For] <insert hyperlink>.
3.5.4.5 Add Other Income
Step Add Other Income
1.| From the Other Income page, click New.
The WFMS displays the Add Other Income page.
2. | From the drop down box under the Member receiving this income cluster, select the case
member for which the other income is being added.
3. | Using information contained on the application, enter other income information in the data
fields.
4. | Click Save.
The WFMS displays the Other Income page.
Click Save & New if more than one type of other income is to be added.
Repeat Step 1-4 for each additional type of other income.
5. | Continue processing the application at Step 14 of Section 3.5.4.1, Process New Application
— [Program(s) Applied For] <insert hyperlink>.
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3.5.4.6 Add Expense

Step Add Expense

1.| From the Expenses page, click New.
The WFMS displays the Add Expense page.

2.| Using information contained on the application, enter expense information in the data fields.

3.| Click Save.

The WFMS displays the Expenses page.

Click Save & New if more than one type of expense is to be added.
Repeat Step 1-3 for each additional type of other income.

4. | Continue processing the application at Step 16 of Section 3.5.4.1, Process New Application
— [Program(s) Applied For] <insert hyperlink>.
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3.5.4.7 ICES Reconciliation Screens

ICES reconciliation screens appear in the driver flow when AE Information is sent to ICES from
the WFMS Application Case for members known to ICES. ICES reconciliation screens allow
you to choose which data (either WFMS application case data or pre-existing ICES data) pre-
populates fields in ICES during the AE push.

Step ICES Reconciliation Screens

1.| ICES screen AECNR displays results when differences exist between data contained in the
WFMS application case and existing ICES data.

2 ICES - EXTRA!Y® Enterprise 2000

Dislal 8l - [ lejfs %] sl els] Liiu] v
AECNR CURAM NON-FINANCIAL DATA SELECTION 0¢ /07 :
COUNTY: 78 CASE: 3000366314 cCurAM APPL: 8000009189 10 S TEST/BUDDH
LAST ACTIVITY DATE: STATUS: PENDING ICES INDIV NBR: 300078684299

CURAM INDIV NBR: 800000009147
NBR FIRST MI LAST SUF SSN DOB  SEX RACE
01 TOM MOSO 308288989 10/10/78 M A

----- DATA DESCRIPTION---- --CURAM- --ICES-- SEL(C/T)
MARITAL STATUS SI
MARITAL STATUS BEGIN DATE

LIVING ARRANGEMENT 01 01
LIVING ARRANGEMENT DATE 05/25/07 09/09/99
HISPANIC OR LATINO

WHITE

BLACK OR AFRICAN AMERICAN

ASTAN

AM INDIAN/ALASKAN NATIVE

HAWAIIAN/PACIFIC ISLANDER

DRUG FELON?

DATE OF ACTION

NEXT TRAN: PARMS :

g % :01.0

onrmcted to ot 10.1.23.59 (TOPOISTS) PargeOd o i

A& T G ’ ~ ¥ 5eMM
Bl e TE HQgﬂmi?LIB - : - 100% | & @eamal?'ﬁﬂ Sataday
[T pyw——— Fyremrr——y yer—— sonma e .. [ETTERENTTIN] ) ccamens s T

Determine which data should be populated in ICES. If data contained in the WFMS
application case should be sent to ICES, enter ‘C’ in the Select column. If data previously
known to ICES should remain, enter ‘I’ in the Select column.

Complete AECNR for all household members. Hit PF20 to access AECNR for additional
household members, as necessary. Once AECNR is completed for all household members,
hit PF18 to Apply Selections. Based on information selected on AECNR (whether C or |
entered), the Send AE Information to ICES process will continue.

Hit PF1 to access screen level help.
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Step ICES Reconciliation Screens
2.| ICES screen AECFR displays results when differences exist between data contained in the
WFMS application case and existing ICES data.
2 ICES - EXTRA!Y® Enterprise 2000
D8] & «|n]e|fr 3] #] 28| e 23w k2|
AECFR INDIVIDUAL DETAIL DATA SELECTION 08/25/07 17:48
COUNTY: 78 CASE: 3000366314 CURAM APPL: 8000009189 RCR410 S TEST/BUDDH
INDIV NUM FIRST M LAST SUF  SSN DOB S R
300078684299 ToMm MOS0 308288989 10/10/78 M A
CURAM INDIV NUM: 800000009147  DATE LAST ACTIVITY: 04/25/06 ACTION
SOURCE TRAN CONTENT EFF DATE (K/R/D)
CURAM AERLA PRE-PAID FUNERAL AGREEMENT 150.00 10/10/02
CURAM AERLA SAVINGS/CHRISTMAS CLUB 150.00 08/09/99
ICES  AERLA CASH 150.00 08/09/99
NEXT TRAN: PARMS :
4l )7/71
el T Oad U eI NS | cmmamE som
S inbos - Mo FpyT—— Mcrosoft = | | (G5 154 aonal swacudd.. [ ) coaments B i e Lo egga}m “t:;'}
Review the results and determine which data should be populated in ICES.
A Curam source indicates the information is contained in the WFMS application case. If
data contained in the WFMS application case should be sent to ICES, enter K in the Action
column. If data contained in the WFMS application case should not be sent to ICES, enter
D in the Action column.
An ICES source indicates the information has been previously entered in ICES. If
necessary, enter R to review the ICES data. ICES will display the appropriate screen. If it is
not necessary to review the ICES data and only ICES data results display on AECFR, hit
PF18 to Apply Selections.
Complete AECFR for all household members. Hit PF20 to access AECFR for additional
household members, as necessary. Once AECNR is completed for all household members,
hit PF18 to Apply Selections. Based on information selected on AECFR (whether K or D
entered), the Send AE Information to ICES process will continue.
Hit PF1 to access screen level help.
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3.5.4.8 Process New Application with Active Case/Member [Program(s) Applied For]
Step Process New Application with Active Case/Member — [Program(s) Applied For]
1. | From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
Task 10 Subject
292 Mew Application ready for Initial Review - 519.
The WFMS displays the Task Home.
2. | View the Subject and Task Instructions.
Task Instructions: Review case notes and complete processing of new application, which
includes completing the Application Entry process in ICES, requesting necessary
verification, and reconciling Data Broker results. If appropriate, this task may also include,
but is not limited to initiating a front-end integrity referral, an out-of-state inquiry, or initiating
an asset trust review.
3. | Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Application Case Home page.
4.| From the Application Case Home page, under the Options cluster, click Access Application
to access an image of the scanned application.
e (8
Application Case Home: 514 - SALLY JONES [Creip |
Options
pplication Rescan Application Initiate Data Broker
Send AR Information to ICES Send AE Information to ICES
o Completed AR in ICES Completed AF in ICES
An image of the application opens in a separate window; leave this window open in order to
complete the Process New Application with Active Case/Member — [Program(s) Applied
For].
h - = A 8- s g_-._;sa.m-}é_.;_;j
on for
_| NN
Soction A: Genersl INformation . Conples Sy s IR Sires i pon.
File Date: /2112007 .mlorrﬂ_l English :‘:m_‘;:"__“—":::-— —
ﬂ;a:\:':;’['t: Yeu piwimlpﬁh‘lﬂ; ;:mmmmlor N-Piu-m x
Aw:t:“l.:n PENDING !lmu::mrnww XMyt Somecns B |,-...-—..-—:_:.._:-_-::.
v T e -
Hama Address: - Mailing Addrans: ;E';%gw ';":':mm ‘L._“ Ei L ':::":' e
Vediamags i 0 Hoses Mastim
e — . —_
gtk s v s SR n e S R
o 1‘::"‘:‘:"‘"""“"9 - -::-.-:.':.'-: i
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Step

Process New Application with Active Case/Member — [Program(s) Applied For]

Navigate to ICES. Enter TRAN: AEREV; PARMS: ICES Case Number.

NEXT TRAN: AEREV___ PARMS: 3000337737

See Section 3.11.3, Search Instructions <insert hyperlink> to search for new individual(s).

e If the individual is found in another active case, refer to Section 3.6, Maintaining a Case
<insert hyperlink to review and process the change to the other active case, removing
case members as appropriate.

e If the individual is found in an Inactive case, it may be necessary to reconcile the
household member details for the case associated with the current application.

e If the individual is new to ICES, continue with Step 8.

Add the new member(s) to the current case on AEIID, proceeding through file clearance.

Complete screen AEISL — Statewide Clearance List. For an exact match, place an “X” in
the select column and Press Enter.

10

The next individual added on AEIID displays on AEISL and the same process is repeated
until all new individuals have been cleared.

11

Review screen AEISC — Statewide Clearance Results.

HOMER * SIMPSON

If an individual fails file clearance, refer to File Clearance failure reason codes by entering
TRAN: RFDI; PARMS: TSCF.

12

Complete all applicable ICES screens using information contained in the WFMS and on the
application. Identify missing or incomplete information in ICES with question marks.
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Step Process New Application with Active Case/Member — [Program(s) Applied For]

13| Run AEABC in ICES, reviewing all Assistance Group, Non-Financial, Resource and
Financial Summary Screens for accuracy.

AECES CASE ELIGIBILITY SUMMARY 12/17/07 15:10
COUNTY: 27 CASE: 3000381743  WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 10/15/07  STATUS: PENDING
FRENONTHHH FhdEREAREY FTNANCTAL
AG  AG FINANCIAL ****RESQURCE**#%* BEN MONTH

*HRE
S CAT SEQ ST PAYEE RS IV Q RSVDQ EXCESS RS V Q MONTH BENFT

a ADCR 01 PE S GRANT P PS C C 11/07 288
aFS 01 PE S GRANT P PS € C 11/07 426
a MA C 01 PE S GRANT P PS € C 11/07 0

PF22: AECIS
NEXT TRAN: _

14| Review ICES screen AEPND to evaluate missing information and/or verification(s).

AEPND PENDING DATA FOR ELIGIBILITY DECISIONS 07/09/07 14:41
COUNTY: 49 CASE: 3000347793  WORKER: T49704 T49704 A TEST/ROGER
LAST ACTIVITY DATE: 07/09/07  STATUS: PENDING

INDIVIDUAL SCREEN INCOMPLETE INFORMATION

01 MEDIC D AEIDP  PROCF OF MA DISABILITY
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Step

Process New Application with Active Case/Member — [Program(s) Applied For]

15

Review ICES screen AEWAA. Evaluate the reason codes for potential eligibility. If reason
code 311 displays on AEWAA, investigate the applicant’s eligibility status to determine
whether the individual is already receiving benefits in another active case or if the
application should continue to be processed for another category in accordance with policy.

AEWAA ASSISTANCE GROUP AUTHORIZATION 07/09/07 14:51
COUNTY: 49 CASE: 3000347793 WORKER: T49704 T49704 A TEST/ROGER
LAST ACTIVITY DATE: 07/09/07 STATUS: PEND
REDETERMINATION MONTH: 062008 BUDGET

ELIG MONTHLY AG EERECTIVE
CAT SEQ RE  PAYEE STAT AMOUNT STAT ***REASON CODES**¥*  DATE
MA D Q1 _ DISAB PEND .00 08012007

MA D 01 _ DISAB PEND .00 07012007
MA D 01 _ DISAB FAIL .00 PEND GO0 ___ _ _ _ 06012007
MA D 01 _ DISAB FAIL B0: PENDBOO.. oo . o 05012007
MA D 01 _ DISAB FAIL 00: CREND:BDO.. .- ... ... 04012007

A listing of reason codes can be accessed by entering TRAN: RFDI; PARMS: TSRC.

16| Click Case Clues from the left Navigation bar.
The WFMS displays the Case Clues page.
-~ b~ X
Family and Social | Q z
Services Administration
| navigation ] Smiley GrantE - 9000021716
: Clue Case Description Member Name
o AEIEI Employment information available but not sent. SmileyGrantE
o AERLA Type information incomplete.
o AEFUC Utility Costs information available but not sent.
AEIIM Attend School information available but not sent. Happy GrantE
O AEIIM Drug Felony information available but not sent. Delighted GrantE
0 AEIIA Legal Guardian information available but not sent. Delighted GrantE
o AEIIA US Citizen information available but not sent. Delighted GrantE
AEIIA Ward of State information available but not sent. Delighted GrantE
2 Close |
The Case Clues page displays information contained on the application but not sent to
ICES detail screens.
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Step Process New Application with Active Case/Member — [Program(s) Applied For]
17| From the Application Case Home page in the WFMS, click Documents from the left
Navigation bar.
L]
(__Documents |
L]
The WFMS displays the Documents page.
18| Review all supporting documents submitted along with the application to determine if any
required verifications have been provided, according to policy. If any supporting documents
satisfy verification requirements, navigate to the appropriate ICES screen and enter the
appropriate verification code.
19 If necessary, reference the following sections to create and forward any of the tasks that
are necessary for processing the application:
Refer to Section 3.5.5.4, Initiate Out-of-State Inquiry Request Task <insert hyperlink>
Refer to Section 3.5.5.7, Initiate Front-End Integrity Review Referral Task <insert
hyperlink>
Refer to Section 3.5.5.8, Initiate Suspected Fraud Referral Task <insert hyperlink>
Refer to Section 3.5.5.9, Initiate Asset/Trust Review Requested Task <insert hyperlink>
Refer to Section 3.5.5.16, Initiate Systematic Alien Verification Entitlement (SAVE) Request
Task <insert hyperlink>
Refer to Section 3.5.5.17, Initiate Resource Assessment Request Task <insert hyperlink>
Refer to Section 3.5.5.18, Initiate ACS Policy Request Task <insert hyperlink>
20 In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.
= s
NEXT TRAN: CLRC PARMS: 3000076384
Enter case notes regarding the application processing (following guidelines for entering
information into CLRC, refer to Section 4.4, Documentation Guidelines <insert hyperlink>).
21] Click Home from the left Navigation bar.
[ navigation
{ ]
The WFMS displays the Case Home page.
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22

Click Data Collection Checklist from the left Navigation bar.

Data Collection Checklist
o

The WFEMS displays the Data Collection Checklist page.

23

On the Data Collection Checklist, certify the following items as complete.
.|
Data Collection Checklist James Smith - 60000001 ?
Read Previous Checklist Read Current Checklist Create Checklist
Checklist Details
Type: Data Collection Checklist Status: In Progress

Application/Redetermination Data Collection Checklist for:

Action Lategroy. Sequence Payee Status
'_ Medicaid for the Aged 01 John Smith Pending
l_ Food Stamps 01 James Smith Pending
I_ Hoosier Healthwise for Children under Age One 01 John Smith Pending
I- TANF based on Absence of Parent 01 James Smith Pending

Checklist ltems

Complete  N/A Checklist ltems

| r Application data and any default values reconciled/updated in ICES
m - Required Data Broker request submitted
ata Collection interview complete or nly
Data Collection i i leted (N/A for HHW Onil

Check Complete or N/A for all items each fime Checklist is completed, unless Overriding Checklist

r - Data Broker informaticon recenciled
[ r r For Adult cases, if asset trust present, Asset Trust task initiated ]
r r For Disability cases, Social Summary completed (Form 2518)
sset Trust Review complete

A Trust Revi pleted

r Search performed for all outstanding tasks and completed as appropriate
r Search completed for all outstanding venfications and information processed for any

r verifications found
r r Required verifications evaluated for completeness for AGs ready for State review

and eligibility
r Case recording entered in ICES for data collection activities completed
r r FIAT Authorization Needed

Click Save.

The WFMS displays the Data Collection Checklist.
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24 Click Home in the upper right corner.
The WFMS displays the User Home page.

25| Click the Task ID for the Process New Application with Active Case/Member — [Program(s)
Applied For] task with a Reserved Status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.

26| Under the Options cluster, click Close Task.

Family and Social Services Administration *
Task Home ?
—_— - Options

Task Home
Close Task Park Task Forward Task

3.5.4.9 Add aNew Program [Program(s) Applied For]

Note: If an application is received for Food Stamps, TANF, or another Medicaid program for an
individual who is currently receiving MA 4 or MA 8 then the application needs to be treated as a
NEW application and not an ADD-ON application. Please refer to Section 3.5.3.11 Create an
Application case <insert hyperlink> and complete using those instructions. Do not treat as an
Add a Program Application.

Step Add a New Program [Program(s) Applied For]
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Add a New Program [Program(s) Applied For]

From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.

iy and Social

w8 Admainistration

ACS Supervisor Home

My Shortcuts

Process Reguest for Services

Apply Now

Create Application Case

- - Create User Defined Task
SRR IR 1| Change Password

Get Mext Task

My Tasks

Task _gﬂt : Task Name

[M] 1004 - Add a New Program
Coverage

The WFMS displays the Task Home.
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2. View the Subject and Task Instructions.

Administration

| navigation Task Home Help |

Close Task Park Task Forward Task

l 1004 - Add a New Program - Food Stamps,Cash,Health Coverage I

Task ID: 9000029742 Status: Parked

Priority: High Deadline; 10/17/2007 18:14
Reserved By: Rhonda Maggard Last Assigned: 10/18/2007 08:56
Time Worked: 00:00 [Changs Park Deadline: 10/20/2007 08:56

Primary Action Supporting Information

Case Home Page

Review case notes and complete processing of a new application, which includes completing the Application Entry process in ICES, requesting
necessary verifications, and reconciling Data Broker results. If appropriate, this task may also include, but are is not limited to initiating a front-
end integrity referral, an out-of-state inquiry, or initiating an asset trust review.
Task parked.

3. Under the Supporting Information cluster, click Case Home page.

Family and Social < 54’_
vices Administration ¥ 'Y

Task Home

O Task Assignment List Close Task Park Task Forward Task

g

1004 - Add a New Program - Food Stamps,Cash,Health Coverage

Task ID: 9000029742 Status: Parked
recent items : Priority: High Deadline: 10/17/2007 18:14
Reserved By: Rhonda Maggard Last Assigned: 10/18/2007 08:56
Time Worked: 00:00 [Change] Park Deadline: 10/20/2007 08:56

Primary Action Supporting Information

Case Home Page

Task Instructions

Review case notes and complete processing of a new application, which includes completing the Application Entry process in ICES, requesting
necessary verifications, and reconciling Data Broker results, If appropriate, this task may also include, but are is not limited to initiating a front-
end integrity referral, an out-of-state inquiry, or initiating an asset trust review.

Task parked.

The WFMS displays the Application Case Home page.
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Add a New Program [Program(s) Applied For]

From the Application Case Home page, under the Options cluster, click Access Application
to access an image of the scanned application.

Rescan Application
Send AE Information to ICES

Generate Internal Cover Sheet

File Date: 10/22/2007

ICES Application Number: 0
R Sy Food Stamps

Currently Recieving Benefits?: No

Application Status: Submitted - Add a Program

Completed AE in ICES

If yes, whats the Case Number?:
Preferred Language: English
Health Coverage:

State Funded or Refugee
Assistance:

ICES Case Number: 0

Applying for Yourself: Yes

An image of the application opens in a separate window; leave this window open in order to

complete the Add a New Program [Program(s) Applied For] task.

Application Case Homae.

[ Fan__|

Agcess Apphcation  Bescan Applcation

Send AR to ICES Send AE Lo ICES
Completed A @ ICES

il Dato:

Applying for Yes
Yourself:

Apphcation  PENDING
Status:

&/21/2007 Prafered Englsh

Language:
Programs Apphed:

County Of
Rasidence;

1801

[ ] ﬁ ‘:I bl s &8 em- [ﬁ 3
1 an for
e T i (norscvan) oo D 15312007 .I
—{ “ETRARAD] DTFDR150°
Section A: General st b e P e e,

Ld

o e e i s . e

i 4 474 ool 8 vy 14077290 o it sk 8 bl dar st 4 bl g, Maing AT
7, AT 01, 3 W 18 8 COM 00307 I 173 10 2 G 431300 T Pt B e it

s o
—
+ o hetiad st

s o
[lemtidon
foessy
10 ) B 10 B0 o M Programs X Canh A
2. applying for Haalth Covatage, = fis - Yo e

A mm complenng s spgicsnon tor Xyt

SN AT P Baukin 0 ke e aateem.

4 First Mame: M Last Name e
Tanie a TheEpgEeEr S én
& PROne Numter. & Cob Prone T Worn Numbar

e s ﬁ“ Rk "
City St Tip Coce: Conrty
Tndianaps il N Abzoz Maridan
mm 8 Mg Adcirman. (1 chinrmet than soove) OFFCIAL USE GHLY
Other Heating and Cooling Details
How fs the home heated and cooled: i e
Armyone in household recelve Energy
ascistance Paymant:
Do you choose e heat and cool R 1048 Wote VDA Dunei. D oo g v e B L e 1 Pt it b e e T3 o
utikty deduction if qualified: o 185, i Loty A e 5 it
Do you chooso o use the non-heat 1oty ol ey il o Sty wrw i
and cool standard:
Live m pubhc housing:  No e
Receive Section 8 assistance: Mo -
I Fam 1 Hr——
5. Navigate to ICES. Enter TRAN: AEREV; PARMS ICES Case Number.
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6. On ICES screen AEICP, enter ‘Y’ for each program requested on the application.

AEICP CHOICE OF PROGRAMS 07/09/07 14:59
COUNTY: 49  CASE : 3000347793 WORKER: T49704 T49704 A TEST/ROGER
LAST ACTIVITY DATE: 07/09/07 STATUS: PEND

ALL LISTED INDIVIDUALS APPLY FOR CASH, MEDICAL, FS:

INDIVIDUAL CASH,MEDICAL,FS CASH MEDICAL FS MA ENROLL
1 MEDIC D N ¥ ¥ N

7. Complete all applicable ICES screens using information contained in the WFMS and on the
application. Be sure to enter the new application file date on AEFPY for the new program(s)
requested.

Identify missing or incomplete information in ICES with question marks.

8. Run AEABC in ICES. On ICES screen AECES, review all Assistance Group, Non-Financial,
Resource and Financial Summary Screens for accuracy.

AECES CASE ELIGIBILITY SUMMARY 12/17/07 15:10
COUNTY: 27 CASE: 3000381743  WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 10/15/07  STATUS: PENDING
FANONHHH fhdkdRddt EINANCIAL
AG AG FINANCIAL ****RESQURCE**** BEN MONTH
S CAT SEQ ST PAYEE RSIVQ RSVAQ EXCESS RS V Q MONTH BENFT

a ADCR 01 PE S GRANT PD N PS C C 11/07 288

II
aFS Ol PESGRANT PDNTITI PS C C 11/07 426
a MACOLPESGRANT PDNTIC PS C C 11/07 0

PF22: AECIS

NEXT TRAN: _
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9. Review ICES screen AEPND to evaluate missing information and/or verification(s).
AEPND PENDING DATA FOR ELIGIBILITY DECISIONS 07/09/07 14:41
COUNTY: 49 CASE: 3000347793  WORKER: T49704 T49704 A TEST/ROGER
LAST ACTIVITY DATE: 07/09/07  STATUS: PENDING
INDIVIDUAL  SCREEN INCOMPLETE INFORMATION
01 MEDIC D  AEIDP  PROOF OF MA DISABILITY
10. Review ICES screen AEWAA. Evaluate the reason codes for potential eligibility. If reason
code 311 displays on AEWAA, investigate the applicant’s eligibility status to determine
whether the individual is already receiving benefits in another active case or if the application
should continue to be processed for another category in accordance with policy.
AEWAA ASSISTANCE GROUP AUTHORIZATION 07/09/07 14:51
COUNTY: 49 CASE: 3000347793 WORKER: T49704 T49704 A TEST/ROGER
LAST ACTIVITY DATE: 07/09/07 STATUS: PEND
REDETERMINATION MONTH: 062008 BUDGET
ELIG  MONTHLY  AG EFFECTIVE
CAT SEQ RE  PAYEE STAT  AMOUNT  STAT *¥¥REASON CODES****  DATE
MA D 01 _ DISAB PEND .00 08012007
MA D 01 _ DISAB PEND .00 07012007
MA D Ol _ M DISAB FAIL .00 PEND 600 ___ 06012007
MA D Ol _ M DISAB FAIL .00 PEND 600 ___ __ __ __ 05012007
MA D Ol _ M DISAB FAIL .00 PEND 600 ___ __ __ __ 04012007
A listing of reason codes can be accessed by entering TRAN: RFDI; PARMS: TSRC.
11. From the Application Case Home page in the WFMS, click Documents from the left
Navigation bar.
L]
L]
The WFMS displays the Documents page.
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Add a New Program [Program(s) Applied For]

12.

Review all supporting documents submitted with the application to determine if any required
verifications have been provided, according to policy. If any supporting documents satisfy
verification requirements, navigate to the appropriate ICES screen and enter the appropriate
verification code. If you find that the documents do not match anyone in the household go to
Step 13. If the documents belong to the case, then skip to Step 21..

Note: Review only the documents that came in with the same Receipt Date as the
application was received as there may be documents already in the case from previous
processing. If the documents are not in order by Receipt Date then click on the Receipt Date
link to reorder the list and the documents with the same receipt date will be indexed
together.

13.

If any document does not match a member in an assistance group, then select either De-link
and Search a Case or De-link and Search a Person.

14.

If you selected to De-Link and Search a Case then the Search Case page will display.
<Insert new GUI when available>

If you selected to De-Link and Search a Person then the Search Person page will display.
<Insert new GUI when available>

Use the same Search methods for searching a case or a person, depending on which option
was selected, found in Section 3.11.3.6 Searching for a Case Work Instructions and 3.11.3.5
Searching for a Person Work Instructions <insert hyperlink>.

15.

If the search finds a match to the individual or case related to the document, note the case
number or person the document was related to and select Link. Go to Step 16.

If no matches are found when searching a case and a person, then select Close. The
Document Details page will display. Select De-Link and task will automatically be created for
WG 8 to process a Non-Indexed Document. Skip to Step 19.

16.

Go to the case to which the document was just linked in WFMS.

17.

From the left navigation on the Case Home Page, select Solicited Documents Requests and
verify if any solicited documents requested due date fields are still blank; determine if the
document that was just linked to the case satisfies the solicited request.

If the solicited documents that were requested were selected as “Other” on the Pending
Verification form, then from the left navigation, select Correspondence and review the 2032
to determine what “Other” verification was requested.

18.

If the document that was just linked to the case meets the requirement for any document
that was solicited, then select Edit from the Action column next to the Correspondence listed.

If the document that was just linked to the case does not meet the requirement for any
document that was solicited or no documents were solicited, them go to Step 19

19.

In the Received field, update the date that the document was received and select Save.
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20.

Return to the application case that was originally being worked.

21.

If necessary, reference the following sections to create and forward any of the tasks that are
necessary for processing the application:

See Section 3.5.5.4, Initiate Out-of-State Inquiry Request Task <insert hyperlink>

See Section 3.5.5.7, Initiate Front-End Integrity Review Referral Task <insert hyperlink>
See Section 3.5.5.8, Initiate Suspected Fraud Referral Task <insert hyperlink>

See Section 3.5.5.9, Initiate Asset/Trust Review Requested Task <insert hyperlink>

See Section 3.5.5.16, Initiate Systematic Alien Verification Entitlement (SAVE) Request Task
<insert hyperlink>

See Section 3.5.5.17, Initiate Resource Assessment Request Task <insert hyperlink>
See Section 3.5.5.18, Initiate ACS Policy Request Task <insert hyperlink>

22.

In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

Enter case notes regarding the application following guidelines for entering information into
CLRC, see Section 4.4, Documentation Guidelines <insert hyperlink>.

23.

Click Home from the left Navigation bar.

navigation |

(]

The WFMS displays the Case Home page.

24,

Click Data Collection Checklist from the left Navigation bar.

( ' Data Collection Checklist )

The WFMS displays the Data Collection Checklist page.
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25.

On the Data Collection Checklist, mark the box Complete when the Checklist item is
completed.

£

‘&

Data Collection Checklist: JOHN JONES - 3000076384 Help
O Documents
O Members
2 e Read Previous Checklist Read Current Checklist Create Checklist

O Pending Verification Checklist Details
Checklist

et Type: Data Collection Checklist Status:
g:ackl‘;t - Checklist: 0 of 0 1In Progress/Completed: 0/0
o s"“!"d ""’t" Bewiess Application/Redetermination Data Collection Checklist for:
O Change Checklist [] category Sequence Payee Status
o ;Ecﬁed Documents [0 childrens health plan 01 Conditional
Checklist Items
Complete N/A Checklist Ttem
i e O | Application data and any default values reconciled/updated in ICES
nefit Recovery
O Tasks O O Required Data Broker request submitted
O ] Data Collection interview completed (N/A for HHW Only)

Check Complete or N/A for all items each time Checklist is completed, unless Overriding Checklist

O
O

Data Broker information reconciled
For Adult cases, if asset trust present, Asset Trust task initiated

recent items

For Disability cases, Social Summary completed (Form 251B)

i [ i

Asset Trust Review completed
Search performed for all outstanding tasks and completed as appropriate

Search completed for all outstanding verifications and information processed for any verifications found

™

Required verifications evaluated for completeness for AGs ready for State review and eligibility
Case recording entered in ICES for data collection activities completed

O FIAT Authorization Needed

Override Checklist

Reason Required: Check a reason below or enter comments

FEEEEEE

Ll Applicant failed to complete required interview or return required verification

O Applicant has withdrawn application or documentation indicates ineligibility

Click Save.
The WFMS displays the Data Collection Checklist.

26.

Click Home in the upper right corner.
The WFMS displays the User Home page.
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27.

Click the Task ID for the Add a New Program [Program(s) Applied For] task with a Reserved
Status.

E ACS Supervisor Home Heip

Process Request for Services Case
Apply Now Person
Create Application Case Document
| Create User Defined Task Task
Change Password User

Get Next Task

My Tasks

Task gl?::t L ask Name Status Priofity Due Date

2000034055 1004 - Add a New Program - Food Stamps,Cash,Health Nbsarviad High 10/22/2007
[ s Coverage 12:14

The WFMS displays the Task Home.

28.

Under the Options cluster, click Close Task.

Park Task Forward Task

Subject
1004 - Add a New Program - Food Stamps,Cash,Health Coverage

I — = Task ID: 9000029742 Status: Parked
_recent items ) Priority: High Deadline: 10/17/2007 18:14
- Reserved By: Rhonda Maggard Last Assigned: 10/18/2007 08:56
Time Worked: 00:00 [Changs Park Deadline: 10/20/2007 08:56

Primary Action Supporting Information

Case Home Page

Task Instructions

Review case notes and complete processing of a new application, which includes completing the Application Entry process in ICES, requesting
necessary verifications, and reconciling Data Broker results. If appropriate, this task may also include, but are is not limited to initiating a front-
end integrity referral, an out-of-state inguiry, or initiating an asset trust review.

Task parked.

The WFMS displays the Close Task Confirmation page.
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29. Click Yes.

lose Task: addnewprogram-Case - 9000029742

... || Areyousure you want to close this task?

Yes No

The WFEMS displays the Task Home with the next task.

3.5.4.10 Potentially Duplicate Application/Re-determination

When an application is first received, the WFMS determines whether there is another active or
pending application case in the WFMS, and if so, creates a Potentially Duplicate
Application/Re-determination task that is generated for the Applications queue. A Potentially
Duplicate Application/Re-determination task is created for the 2" application case and contains
the 1% application Case Number in the task name. The WFMS searches for active or pending
application cases based on primary Client name and DOB. The Eligibility Associate or Eligibility
Specialist must determine whether the two applications are exact duplicates, whether an
application is for programs already active, or if the potentially duplicate application should be
processed as a separate application.

Step Potentially Duplicate Application/Re-determination
1| From the User Home page, under the My Tasks cluster, view the Task Name and click the

Task ID.

ey r—,& . xﬁ o
CS Supervisor Home Heip

-

Process Request for Services Case
Apply Now Person
Create Application Case Document
Create User Defined Task Task
Change Password User

Get Next Task

Task Case Primary Client Task Name Status Priority. Due Date
9000029962 CYNTHIA CAPPS 1002 - Potentially Duplicate Application/Redetermination Reserved High 10/17/2007 09:35

[

The WFMS displays the Task Home.
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View the Subject and Task Instructions.

Task Home Help |

Close Task Park Task Eorward Task

Subject
1002 - Potentially Duplicate Application/Redetermination 9000029697

Task ID: 9000043341 Status: Unreserved

| recentitems 7} Priority: High Deadiine: 12/3/2007 17:04

Reserved By: Last Assigned: 12/12/2007 17:00
Time Worked: 00:00 [Change Park Deadline:
Primary Action Supporting Information

Case Home Page

Review the application or redetermination. Check the WFMS and ICES for any case notes related to this case. Search to see if there is a match to any other
pending or open application or redetermination. If there is a match and the duplicate hasn't been registered link it to the original application or redetermination. I
the duplicate has been registered link it to the original and send to FSSA to dispose of in ICES.

The following are the potentially duplicate application cases:
9000029669.

Task Instructions: Review the application or re-determination. Check the WFMS and ICES
for any case notes related to this case. Search to see if there is a match to any other
pending or open application or re-determination. If there is a match and the duplicate hasn’t
been registered, link it to the original application or re-determination. If the duplicate has
been registered, link it to the original and send to the State to dispose of in ICES.

&
)
(o

ask Home Help |

Close Task Park Task Forward Task
1002 - Potentially Duplicate Application/Redetermination 9000029697

Task ID: 9000043341 Status: Unreserved

| recentitems i = Priority: High Deadiine: 12/3/2007 17:04
Reserved By: Last Assigned: 12/12/2007 17:00
Time Worked: 00:00 [Change Park Deadline:
Primary Action Supporting Information

Case Home Page

Task Instructions

Review the application or redetermination. Check the WFMS and ICES for any case notes related to this case. Search to see if there is a match to any other
pending or open application or redetermination. If there is a match and the duplicate hasn't been registered link it to the original application or redetermination. If
the duplicate has been registered link it to the original and send to FSSA to dispose of in ICES.

The following are the potentially duplicate application cases:

9000029669.

The WFMS displays the Application Case Home page.
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Under the Details cluster, review the File Date and Application Status to determine status of
application processing thus far.

-| Application Case Home: HIP CASEONEX - 9000029697

Options

& Access Application Rescan Application Generate Internal Cover Sheet
O Review Application Send AR Information to ICES Send AE Information to ICES
& i Send AR Information to ICES Send AE Information to ICES

O Authorized Completed AR in ICES Completed AE in ICES

Representatives
O Member Relationships

Details

O EanetaE it File Date: 11/28/2007 Preferred Language: English
Requests . Application Status: Submitted - Valid Health Coverage:

O Absent Parents ICES Application Number: 0 HIP Plan:

O Assets Programs Applied: Food Stamps State Funded or Refugee Assistance:

O Earned Income Currently Recieving Benefits?: ICES Case Number: 0

O Other Income If yes, whats the Case Number?:

g :::’::55 Applying for Yourself: No

O Carrespondance

O Tasks County Of Residence: Grant
O Case Clues
SEE——— Home Adress: MARION, Tndana 46952 Maling Ad
ol ess: , Indiana ilin ass:
O Health Screening s 4

Questionnaires

How many people live at this address 0
(including yourself)?:

Phone Numbers

Home Phone: Mobile Phone:  9793000XXX
Work Phone:

Public Housing and Housing Assistance
Live in public housing:
Receive Section 8 assistance:

recent items
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Potentially Duplicate Application/Re-determination

Under the Options cluster, click Access Application to access an image of the scanned
application.

Application Case Home: HIP CASEONEX - 9000029697

Access Application Rescan Application Generate Internal Cover Sheet
R Information to Send AE Information to ICES

end
Cumg\ated AR in ICES Completed AE in ICES

'O Members
O Review Application
hEcLE

O Authorized
Representatives.

O Member Relationships
Requests

O Absent Parents

O Assets

File Date: 11/28/2007
Application Status: Submitted - Valid
ICES Application Number: 0
Programs Applied: Food Stamps

Preferred Language: English
Health Coverage:
HIP Plan:
State Funded or Refugee Assistance:

Currently Recieving Benefits?: ICES Case Number: 0

If yes, whats the Case Number?:

O Earned Income

O Other Income

O Expenses

Q Notes

O Correspondence

O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

Applying for Yourself: No
County Of Residence: Grant

1234 MAIN STREET
Home Address: MARION, Indiana 46952
Grant

Mailing Address:

How many people live at this address 0
(including yourself)?:

Phone Numbers
Home Phone: Mobile Phone: 979XXXXXXX
Work Phone:

Public Housing and Housing Assistance

Live in public housing:
Receive Section 8 assistance:

recent items

An image of the application opens in a separate window; leave this window open in order to
complete the Potentially Duplicate Appllcatlon/Re -determination task.
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Lve m pubhic housing: Mo am
Receive Section 8 assistance: No -
I Fam 1 e -
6. Click Home in the upper right corner.
The WFMS displays the User Home page.
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Step

Potentially Duplicate Application/Re-determination

Refer to Section 3.11.3, Search Instructions <insert hyperlink> to search for potentially
duplicate applications in the WFMS.

Review the Search Results. Note the AG/Case Type and Status. Research all case matches
and compare the data elements contained on the applications to determine if duplicate
applications exist. Duplicate applications contain the exact same information (e.g. household
members, program request, etc). If duplicate applications exist, continue with Step 9. If the
applications contain different data elements and the applications should be processed
separately, it is necessary to generate a New Application Ready for Initial Review for this
application case. Refer to Section 3.5.5.21, Initiate New Application Ready for Initial Review
Task <insert hyperlink>

== Search Person

|| Search Criteria

SSN:
(Don't enter dashes)

ICES RID: |

First: |hrp Middle/MIL: | Last: |caseonex

vzl :@ Gender: | et Type: "’

(mm/dd/yyyy) '

Address Linel: Address Line2: | County: ‘ [+
city: | State: Zip Code: |

Search | [ Reset | Cancel |

Search Result (Number of Items: 3)

ICES/Curam Social Security |,
Case Number Number

Person Name Authorized Representative |Status

Healthy Indiana Plan
(HIP)

Application Case
Application Case

HIP CASEONEX 2000085734 000-00-0000 Open

HIP CASEONEX 9000029669 000-00-0000
HIP CASEONEX 9000029697 999-88-7777

Determine which valid application contains the earliest file date. This is the application to be
processed. Any duplicate applications are to be linked to this application case.

10.

Click Home in the upper right corner.
The WFMS displays the User Home page.
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Step

Potentially Duplicate Application/Re-determination

11.

Under the My Tasks cluster, click the Task ID for the Potentially Duplicate Application/Re-
determination task with a Reserved Status.

ACS Supervisor Home

Process Request for Services Case
Apply Now Person
Create Application Case Document
Create User Defined Task Task
Change Password User

Get Next Task

Task Case Primary Chent Task Name Status Priority. Due Date
9000029962 CYNTHIA CAPPS 1002 - Potentially Duplicate Application/Redetermination Reserved High 10/17/2007 09:35

[

The WFMS displays the Task Home page.

12.

Under the Supporting Information cluster, click Case Home Page.

Task Home Help |

Options
Close Task Park Task Eorward Task

Subject
1002 - Potentially Duplicate Application/Redetermination 9000029697

Task ID: 9000043341 Status: Unreserved
Priority: High Deadline: 12/3/2007 17:04
Reserved By: Last Assigned: 12/12/2007 17:00
Time Worked: 00:00 [Change Park Deadline:
Primary Action Supporting Information

Case Home Page

Task Instructions

Review the application or redetermination. Check the WFMS and ICES for any case notes related to this case. Search to see if there is a match to any other
pending or open application or redetermination. If there is a match and the duplicate hasn't been registered link it to the original application or redetermination. If
the duplicate has been registered link it to the original and send to FSSA to dispose of in ICES.

The following are the potentially duplicate application cases:

9000029669.

The WFMS displays the Application Case Home page.
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Step Potentially Duplicate Application/Re-determination

13. Click Edit.

amily and Social

Imini:

Help

Generate Internal Cover Sheet

Access Application Rescan Application
O Review Application Send AR Information to ICES Send AE Information to ICES
Checklist

o ived Completed AR in ICES Completed AE in ICES

g eteuits __________________________________________________________________|

O Member Relationships

O aaheiad S - File Date: 11;’28./2007 Preferred Language: English
Requests . Application Status: Submitted - valid Health Coverage:

O Absent Parents ICES Application Number: 0 HIP Plan:

O Assets Programs Applied: Food Stamps State Funded or Refugee Assistance:

O Earned Income Currently Recieving Benefits?: ICES Case Number: 0

O Other Income If yes, whats the Case Number?:

O Ex es
o n'.i::s Applying for Yourself: No

O Correspondence

O Tasks County Of Residence: Grant

O Case Clues.

O Related Cases 1234 MAIN E.TREE]— )

Home Address: MARION, Indiana 46952 Mailing Address:

O Health Screening Grant

Questionnaires
How many people live at this address 0

(including yourself)?:
g Home Phone: Mobile Phone: | 979XXXXXxX
Work Phone:

The WFMS displays the Modify Application Case page.

14. Using the drop down box for Application Status, select Submitted — Duplicate.

navigation s

All Programs: [ cash: [ Food Stamps: Health Coverage: []
Health Coverage: | M
o [ ]
State Funded or Refugee Assistance: | El
Currently recieving Benefits?: If Yes, What is the Case Number?: |
Preferred Language: ( Application Status:

Applying for Yourself: [No [v]

Participant Home Address

+Street: [1234 MAIN STREET 4 Zip: [ases2
aptior: | =
+City: |MARION +#Township:

Street/P.0.Box: | Zip: |
Apt/lot: County:
Gity: | Township:

How many people live at this address io
(Including yourself)?:
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Step

Potentially Duplicate Application/Re-determination

15.

Click Save.

navigation

cash: [ Food Stamps: Health Coverage: []

Health Coverage: | M
ol ]
State Funded or Refugee Assistance: | El
Currently recieving Benefits?: If Yes, What is the Case Number?: |
Preferred Language: Application Status:

Applying for Yourself: [No [v]

Participant Home Address

+Street: [1234 MAIN STREET 4 Zip: [ases2
aptior: | =
+City: |MARION +#Township:

Participant Mailing Address

Street/P.0.Box: | Zip: |
Apt/lot: County:
Gity: | Township:

How many people live at this address io |
(Including yourself)?:

The WFMS displays the Related Search Case page.

16.

In the ICES/Curam Case Number field, enter the case number for which this application is a
duplicate. Click Search.

navigation Related Search Case

@ only the ICES/Curam Case Number was used for the search. All other personal information was ignored.

_ Search Criteria
recent items: 1CES/Curam Case 50000239665
Number:

S5M: |
s e ices ;|
First: | Middle/MI: I Last: [
DOB:
(dd/mm/yyyy) | G
Address Linel: | Address Line2: | County: _

aity: | sae| 0 o Zip Code: |

[ search ]| Reset

] [ cancel )

Search Results (Number of Ttems: 1)

Action SSN Case Type Case Reference Date Created
Select HIP CASEONEX 000-00-0000 Application 9000029669 11/28/2007 Open

The WFMS displays Search Results based on the search criteria entered.
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Step

Potentially Duplicate Application/Re-determination

17.

Click Select next to the case to link the application cases.

S| Related Search Case

BOnEy the ICES/Curam Case Number was used for the search. All other personal information was ignored.

Search Criteria

recent items 1CES/Curam Case
000029669 fe .
e - “9 Case {-H ‘
SSN: 2
(Don't enter dashes) | 1CES RID: |
First: | Middle/MIL: I Last: |
DOB: ([
(dd/mm/yyyy) | G
Address Linel: | Address Line2: | County:

Gity: | sae|| 00000 [o] zip Code: [

[ Search | [ Reset ][ Cancel ]

Search Results (Number of Items: 1)

Action Case Name 55N Case Type Case Reference Date Created Status

HIP CASEONEX 000-00-0000 Application 3000029669 11/28/2007 Open

The WFEMS displays the Application Case Home page with the application status as
Submitted — Duplicate.

18.

Click Notes from the left Navigation bar.

p N Notes: HIP CASEONEX - 9000029697 Help |
O Documents

O Members

O Review Application Action Entered By Creation Date Text Sensitivity Priority Status
Checklist

O Authorized
Representatives

O Member Relationships

O Selicited Documents
Requests

O Absent Parents

Q Assets

O Earned Income

O Other Income

O Expenses

O Notes

O Correspondence
O Tasks

O Case Clues
O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Notes page.
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Step

Potentially Duplicate Application/Re-determination

19.

Click New.

Help |

O Documents

O Members

© Review Application -t Entered By Creation Date Text Sensitivity. Priority Status
Checklist

O Authorized
Representatives

O Member Relationships
O Solicited Documents
Requests

O Absent Parents
O Assets

O Earned Income
O Other Income:

O Expenses

O Notes

O Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Create Note page.

20.

Enter notes regarding actions taken; refer to Section 4.4, Documentation Guidelines <insert

Once notes have been entered, click Save.

navigation ; Create Note: HIP CASEONEX - 9000029697 Help

: ~prionty: *Sensitivity:
et s teae :

Duplicate application received for Hip Caseonex on 01/01/2007. Linked application case 9000029697 to 9000029669
#Text: as duplicates.

([ save |]|save &New [ Cancel |

The WFMS displays the Notes page with the newly added note entry.
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Step Potentially Duplicate Application/Re-determination

21. Click Related Cases from the left Navigation bar.

o A
navigation Related Cases
® Dotisiens
O Members Case Reference Primary Name Relationship Type
O Review Application 9000029669 HIP CASEONEX Application to Application
Checklist

© Authorized
Representatives
© Member Relationships

O Solicited Documents
Requests

O Absent Parents
O Assets

O Earned Income
O Other Income

O Expenses

O Notes

O Correspondence

Q Tasks

O Case Clues
© Related Cases

O Health Screening
Questionnaires

The WFMS displays the Related Cases page.

22. Click on the Case Reference for the Related Case.

navigation Related Cases Help

O Documents Search Results

O Members Case Reference Primary Name Relationship Type

O Review Application 9000029669 HIP CASEONEX Application to Application
Checklist

© Authorized
Representatives

© Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income

O Other Income

O Expenses

O Notes
O Correspondence
O Tasks

O Case Clues
O Related Cases

© Health Screening
Questionnaires

The WFMS displays the Application Case Home page for the application to be processed.
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Step Potentially Duplicate Application/Re-determination
23. Click Tasks from the left Navigation bar.
: =
Tasks: HIP CASEONEX - 9000029669 [(weip
M| Task D Document Subject Priori Reserved By Deadline
9000054815 é[;gér;:ee.w Application ready for Initial Review - Health High 1/7/2008 14:28
O Related Cases
O Health Screening
Questionnaires
The WFMS displays the Tasks page.

24, Review the tasks associated with the Related case and validate a task exists that allows
continued application case processing (either a New Application Ready for Initial Review or a
Process New Application task). If no such task exists, refer to

to generate the appropriate task.
25. Click Home in the upper right corner.
The WFMS displays the User Home page.

26. Click the Task ID for the Potentially Duplicate Application/Re-determination task with a

Reserved Status.
—= ACs Supervisor Home
Process Request for Services Case
Apply Now Person
Create Application Case Document
I s| Create User Defined Task Task
I recent items | Change Password wRE
worletow |
Get Next Task
Task Case Primary Client Task Name Status Priority Due Date
9000029962 CYNTHIA CAPPS 1002 - Potentially Duplicate Application/Redetermination Reserved High 10/17/2007 09:35
The WFMS displays the Task Home page.
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Step

Potentially Duplicate Application/Re-determination

27.

Under the Options cluster, click Close Task.

Help |

Task Home

Options
Park Task Eorward Task

Subject
1002 - Potentially Duplicate Application/Redetermination 9000029697

Task ID: 9000043341 Status: Unreserved

Priority: High Deadline: 12/3/2007 17:04
Reserved By: Last Assigned: 12/12/2007 17:00
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Review the application or redetermination. Check the WFMS and ICES for any case notes related to this case. Search to see if there is a match to any other
pending or open application or redetermination. If there is a match and the duplicate hasn't been registered link it to the original application or redetermination. If
the duplicate has been registered link it to the original and send to FSSA to dispose of in ICES.

The following are the potentially duplicate application cases:

9000029669.

The WEMS displays the Task Home with the next task.

3.5.4.11 Phone Interview Scheduled for Initial Application

Step

Phone Interview Scheduled for Initial Application

1

From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.

ACS Supervisor Home Help

Process Request for Services Case

Apply Now Person
Create Application Case Document
L Create User Defined Task Task
| recent items ) Change Password User

Get Next Task

Task Case Primary Client Task Name Status Priority Due Date

1015 - ICES Appointment Phone Interview 09:00:00- =
10:00:00 for ICES Application Number 3000380620 Resended High 10/10/2007 09:00

9000025351

The WFMS displays the Task Home.
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Step

Phone Interview Scheduled for Initial Application

View the Subject and Task Instructions.

Close Task Park Task Forward Task

Subject
1015 - ICES Appointment Phone Interview 08:00:00 - 10:00:00 for <IMA STAMPSONLY >

1 Task ID: 9000024576 Status: Unreserved
% Priority: Medium Deadline: 10/9/2007 08:00
Reserved By: Last Assigned: 10/14/2007 00:01
Time Worked: 00:00 [Change Park Deadline:
Primary Action Supporting Information

Case Home Page
Office Location

Complete data gathering interview scheduled with applicant/client.

3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Application or Case Home page.
4. Briefly review the information on the Application or Case Home page to familiarize yourself
with the application information before completing the data gathering phone interview.
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Step

Phone Interview Scheduled for Initial Application

Using the left Navigation bar links, briefly review and familiarize yourself with the
application case.

Click Documents from the left Navigation bar. Review any supporting documents
received with the application.

Click Members from the left Navigation bar. Review the household members. If a
member has a birth date of 0101 (month/day), review this date of birth against the
member’s birth certificate (should that be required for the type of assistance requested)
or confirm the accuracy of this information during the data gathering interview. (0101 is a
default entry by the call center agent when a caller screens and does not know the date
of birth of a household member)

Click Authorized Representatives from the left Navigation bar. Note if the applicant has
an authorized representative.

Click Member Relationships from the left Navigation bar. Review the household member
relationships.

Click Absent Parents from the left Navigation bar.

Click Assets from the left Navigation bar. Review household assets.

Click Earned Income from the left Navigation bar. Review household earned income.
Click Other Income from the left Navigation bar. Review household other income.
Click Expenses from the left Navigation bar. Review household expenses.

Click Notes from the left Navigation bar. Review the notes to gain an understanding of
the application processing thus far.

Click Tasks from the left Navigation bar. Review any outstanding tasks associated with
the application case.
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Step Phone Interview Scheduled for Initial Application

6. From the Case Home page, identify the applicant’s phone number and attempt telephone
contact (following business rules) for any/all telephone number(s) provided. Refer to Section
4.9, Protocol for Outbound Calls <insert hyperlink>.

RN

[ Ean

e D k

File Date: 6/21/2007 Prafarred Language: English
elf: Brograms Applied: | Food Stamps,Cash,Health Coverage

1801 1801
Home Address: 251 N Tllinois St Mailing Address: 251 N Tiinois st
Indianapolis, Indiana 46202 Indianapolis, Indiana 46202

Mobile Phone:

na: 317 405-2509
ne: 317 405-2509

317 405-2509

ated and cooled: | Electricity,Gas,

\ce Payment: No

v,
N
No
N

If the applicant has an authorized representative and has indicated this authorized
representative should be interviewed on his/her behalf, attempt telephone contact (following
business rules) for any/all telephone number(s) provided for the authorized representative.
Refer to Section 4.9, Protocol for Outbound Calls <insert hyperlink>.

If unable to contact the applicant and/or authorized representative, refer to Section 3.5.4.11,
Unable to Contact Applicant/Authorized Representative for Phone Interview <insert
hyperlink>.

7. Identify yourself as calling on behalf of the State and confirm you are speaking with the
applicant before continuing with the data gathering interview.

e Inform the applicant that his/her application has been received and a data gathering
interview is necessary.

e |If the person has applied for Food Stamps, provide the following information to the
applicant: Before we proceed with this call, | need to advise you that you are
required to provide complete and correct information to the best of your knowledge,
and failure to do so may lead to penalties for intentionally giving false information or
failing to report information. This will be explained in further detail during the second
part of your interview with the State worker. So as we collect information for your
eligibility determination, please remember to always give accurate and complete
information.

8. Navigate to ICES. Enter TRAN: AEREV; PARMS: ICES Case Number.

NEXT TRAN: AEREV__ PARMS:
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Step Phone Interview Scheduled for Initial Application

9. Complete the data gathering phone interview with the applicant, updating applicable ICES
screens during the AEREV Driver Flow. Identify missing or incomplete information in ICES
with question marks.

If MAD is a program request, complete the OMPP 0251B — Determination of Medicaid
Disability Social Summary with the applicant. Generate the necessary Thornton Related
Solicited Documents after the phone interview is completed.

LT
(#*%%ay DETERMINATION OF MEDICAID DISABILITY
[ragpi. Az SOCIAL SUMMARY
&- Siwn Farm 1111 {R9 112:05) | OMPP 02518

10. Run AEABC in ICES. On ICES screen AECES, review all Assistance Group, Non-Financial,
Resource and Financial Summary Screens for accuracy.

AECES CASE ELIGIBILITY SUMMARY 12/17/07 15:10
COUNTY: 27 CASE: 3000381743  WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 10/15/07  STATUS: PENDING
AEENONHHH FhaddAEE EINANCIAL
AG  AG FINANCIAL ##***RESQURCE®**#** BEN MONTH

*HARE
S CAT SEQ ST PAYEE RSIVQ RSVQ EXCESS RS V Q MONTH BENFT

a ADCR 01 PE S GRANT PDNTII PS € C 11/07 288
aFS Ol PESGRANT PDNITI PS C C 11/07 426
a MACOLPESGRANT PDNIC PS C C 11/07 0

PF22: AECIS
NEXT TRAN: _

11. Review ICES screen AEPND to evaluate missing information and/or verification(s).

AEPND PENDING DATA FOR ELIGIBILITY DECISIONS 07/09/07 14:41
COUNTY: 49 CASE: 3000347793  WORKER: T49704 T49704 A TEST/ROGER
LAST ACTIVITY DATE: 07/09/07  STATUS: PENDING

INDIVIDUAL SCREEN INCOMPLETE INFORMATION

01 MEDIC D AEIDP  PROOF OF MA DISABILITY
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Step Phone Interview Scheduled for Initial Application
12. Since it a standard practice for all staff to attempt collateral contacts when available and
allowed by policy in an effort to avoid pending for the information whenever possible, ask for
and document the necessary contact information. If possible, initiate a three-way
conference call with the collateral contact and obtain the information during the call. If such a
call is not possible or the attempted call is unsuccessful, this documentation could be useful
for a follow-up attempt.
13. Click Pending Verification Checklist from the left Navigation bar.
The WFMS displays the Pending Verification Checklist.
14. Mark the appropriate checklist items during the data gathering interview with the applicant.
CAEL
&
Pending Verifications Checklist: MING NGUYEN - 3000041081 Heip
Read Previous Checklist Read Current Checklist Create Checklist
Type: Pending Verification Checklist Status:
Checklist: 0 of 0 In Progress/Completed: 0/0
Required Checklist Item Clients
| Age
O US Citizenship
F Immigration Status
O Social Security Number
s Residence [/ Shelter Expense
O utility Expense
F Relationship
) Identity
] Bank Accounts / Financial Holdings
0 Vehicles
il Real Property / Life Interest
F Life Insurance
F Release of Information
] Unearmned Income
O Lump Sum Income
F Earned Income
Ll Dependent Care Expense
O Support Payments
il Life Tnsurance
O Third Pary Medical Resources
F Documentation of Disability / Pregnancy / Medical Condition
F Other :
15. Once all checklist items have been marked, click Save.
The WFMS displays the Pending Verification Checklist.
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Step

Phone Interview Scheduled for Initial Application

16.

Explain to the applicant and/or authorized representative what pending verifications need to
be returned to continue processing the application. Explain that a pending verification
request packet will be mailed to him/her with a Document Cover Sheet. The applicant needs
to complete the bar-coded Document Cover Sheet, placing it on top of copies of his/her
supporting verifications, and return via mail or fax by the due date stated in the letter. Copies
should include the name, SSN and Case Number on each document. Remind the applicant
to send copies of original documents. Ask the applicant if he/she has any questions. Answer
questions as applicable.

17.

If necessary, reference the following sections to create and forward any of the tasks that are
necessary for processing the application:

Refer to Section 3.5.5.4, Initiate Out-of-State Inquiry Request Task <insert hyperlink>

Refer to Section 3.5.5.7, Initiate Front-End Integrity Review Referral Task <insert hyperlink>
Refer to Section 3.5.5.8, Initiate Suspected Fraud Referral Task <insert hyperlink>

Refer to Section 3.5.5.9, Initiate Asset/Trust Review Requested Task <insert hyperlink>

Refer to Section 3.5.5.16, Initiate Systematic Alien Verification Entitlement (SAVE) Request
Task <insert hyperlink>

Refer to Section 3.5.5.17, Initiate Resource Assessment Request Task <insert hyperlink>
Refer to Section 3.5.5.18, Initiate ACS Policy Request Task <insert hyperlink>

18.

If the application program request contains Food Stamps, skip to Section 3.5.4.12, Joint
Data Gathering Interview with the State <insert hyperlink>

19.

Click Correspondence from the left Navigation bar.
The WFMS displays the Correspondence page.

20.

Refer to Section 3.11.4, Sending Notices <insert hyperlink> to create pending verification
checklist.

21.

Go to CSOWL in ICES to mark the Client has fulfilled the appointment requirement.
v Mark a “Y” under Client seen.

22.

In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

Enter case notes regarding the phone interview and any actions taken. Refer to Section 4.4,
Documentation Guideline <insert hyperlink>

23.

Click Data Collection Checklist from the left Navigation bar.

: ]

L]

The WFMS displays the Data Collection Checklist.
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Step Phone Interview Scheduled for Initial Application
24. Review the Data Collection Checklist, marking items as appropriate.
Data Collection Checklist James Smith - 60000001 7
Read Previous Checklist Read Current Checklist Create Checklist
Checklist Details
Type: Data Cellection Checklist Status:  In Progress
Application'Redetermination Data Collection Checklist for:
Action Lategroy Seguence Payes Status
I_ Medicaid for the Aged 01 Johin Smith Fending
r Food Stamps o1 James Smith Pending
I_ Haoosier Healthwise for Children under Age One o1 Jahn Smith Pending
- TAMNF based on Absence of Parent 01 James Smith Pending
Checklist ktems
Complete N/A Checklist liems
I_ |- Application data and any default values reconcilediupdated in ICES
|- l_ Fequired Data Broker request submitted
r I Data Collection interview completed (N/& for HHW Only)
Check Complete or N/A for all items each time Checklist is completed, unless Overmniding Checklist
25. Click Home in the upper right corner.
The WFMS displays the User Home page.
26. Click the Task ID for Phone Interview Scheduled with a Reserved Status.
ACS Supervisor Home [T—Eg‘-'
Process Request for Services Case
Apply Now Person
Create Application Case Document
| Create User Defined Task Task
| recentitems J== 5 WNGIFIINFEC] bser
jworktow |
Task Case Primary Client Task Name Status Priority Due Date
il i it S 1071072007 09:00
The WFMS displays the Task Home.
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Step Phone Interview Scheduled for Initial Application
27. Under the Options cluster, click Close Task.
Task Home
Options
Park Task Forward Task
February 29, 2008 Page 3.5-176 Version 1.4

Indiana Eligibility Modernization Project Volume 4. Service Center Processes and Procedures




3.5.4.12 Unable to Contact Applicant/Authorized Representative for Phone Interview

If unable to contact an applicant/authorized representative for a scheduled phone interview, the

task must be parked and a 2" attempt must be made within the designated phone interview
appointment time block.

Step

Unable to Contact Applicant/Authorized Representative for Phone Interview

1.

Click Home in the upper right corner.
The WFMS displays the User Home page.

Click the Task ID for Phone Interview Scheduled with a Reserved Status.

ACS Supervisor Home @
Process Request for Services Case

Apply Now Person

Create Application Case Document

Create User Defined Task Task

Change Password User

Get Next Task

My Tasks
Task Case Primary Client Task Name Status

Priority Due Date
1015 - ICES Appointment Phone Interview 09:00:00- =
L 10:00:00 for ICES Application Number 3000380620 Bessmed it VGBI

The WFMS displays the Task Home.

Click Park Task.

CRAL °

S| Task Home #Help |

Options

O Task Assignment List Close Task Park Task Forward Task
O Graphical View

Subject
1015 - ICES Appointment Phone Interview 08:00:00 - 10:00:00 for <IMA STAMPSONLY >

Task ID: 9000024576 Status: Unreserved

f| recent items Priority: Medium Deadline: 10/9/2007 08:00
Reserved By: Last Assigned: 10/14/2007 00:01
Time Worked: 00:00 [Change Park Deadline:
Primary Action Supporting Information

Case Home Page
Office Location

Task Instructions

Complete data gathering interview scheduled with applicant/client.

The WFMS displays the Park Task page.
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Step Unable to Contact Applicant/Authorized Representative for Phone Interview
4, Enter the Park Deadline Date.
[recenciiems IS T rT
Description:
5. Enter comments in the comments box detailing the reason for parking the task.
Park Deadline Time: 15/i5{2067 illﬂ_ih@ﬂ
L Description: l
Save Cancel
6. Click Save.
The WFMS updates the status of the task to “Parked” and displays the User Home page.
7. Within the designated appointment time block, retrieve the parked task and attempt at least
1 more telephone contact at least 10 minutes after the first attempt.
8. Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES Case Number.
Enter case notes regarding attempted telephone contact. Include telephone number(s)
attempted, time of attempt, and whether or not attempt is successful. Refer to Section 4.4,
Documentation Guidelines <insert hyperlink>.
9. Click Home in the upper right corner.
The WFMS displays the User Home page.
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Step Unable to Contact Applicant/Authorized Representative for Phone Interview

10. Click the Task ID for Phone Interview Scheduled with a Reserved Status.

ACS Supervisor Home Help

Process Request for Services Case
Apply Now Person

Create Application Case Document
Create User Defined Task Task

Change Password User

Get Next Task

My Tasks

Task Case Primary Client Task Name Status Priority. Due Date

1015 - ICES Appointment Phone Interview 09:00:00- >
10:00:00 for ICES Application Number 3000380620 Resanded High LoAmna02:00

9000025351

The WFMS displays the Task Home.

11. Under the Options cluster, click Close Task.

Park Task

Eorward Task

1015 - ICES Appointment Phone Interview 09:00:00-10:00:00 for ICES Application Number 3000380620

Task ID: 9000025351 Status: Reserved
| recent items Priority: High Deadline:
Reserved By: April Rogers Last Assigned:
Time Worked: 00:00 [Change Park Deadline:
Primary Action Supporting Information

Office Location

Task Instructions

Complete data gathering interview scheduled with applicant/client.

3.5.4.13 Joint Data Gathering Interview with the State

When the application involves Food Stamps, the phone interview is a joint process. The
Eligibility Specialist initiates the phone call to the Client during the designated time block. At the
end of the data gathering portion, the call is transferred to a State Eligibility Consultant to
complete the certification portion.

Step Joint Data Gathering Interview with the State
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Step

Joint Data Gathering Interview with the State

Click Tasks from the left Navigation bar.

0 Tasks.

The WFMS displays the Tasks Home page.

Click Create Task.
The WFMS displays the Select Task Type page.

3

Click Select next to ‘Phone Interview Pending.’

—— B e T

T i

ACS Policy Request

ACS Policy Response

Spend-down Liability Correction Needed

I Returned by State

lect Phone Interview Pending

lect Process MA B/D Application

elect Process MA D Application - Accelerated
elect Response to Complainant Required

The WFMS creates and forwards the Phone Interview Pending task to the SEC Phone
Interview queue.

lec

L
[1¢]

L
[{E]
[{#]
-

C

L
e
i
0
b

18]
[{]
[{e]
-

C

L
(48]

L
(]

A3}

[4]

Ask the Client to hold while you transfer the call to the next available State Eligibility
Consultant. Refer to Section 4.20, Call Transfer Procedures — Service Center to FSSA

<insert hyperlink>

In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS : 3000076384

Enter case notes regarding the phone interview and any actions taken. Refer to Section 4.4,
Documentation Guidelines <insert hyperlink>.

Click Data Collection Checklist from the left Navigation bar.

: ]

L]

The WFMS displays the Data Collection Checklist.
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Step Joint Data Gathering Interview with the State

7{ Review the Data Collection Checklist, marking items as appropriate.

Data Collection Checklist: Smiley GrantE - 3000381743

Addi -
o _"Eses Read Previous Checklist Read Current Checklist Create Checklist
O Phone Numbers
O Pending Verification Checklist Details
i Hb;:ﬂl Type: Data Collection Checklist Status:
9 Dﬂlﬂf'?st S Checklist: 0 of 0 In Progress/Completed: 0/0

Application/Redetermination Data Collection Checklist for:

o] .S_e(_nnd Party Review
O Change Checklist [0 Category Seguence Payes Status
! ﬂmm = Checklist Items

O Correspondence Complete N/A Checklist Item

O Notes O O Application data and any default values reconciled/updated in ICES
O Asset/Trust Review O O
O Benefit Recovery

O Tasks O O Data Collection interview completed (N/A for HHW Only)

Required Data Broker request submitted

Check Complete or N/A for all items each time Checklist is completed, unless Overriding Checklist

] O Data Broker information reconciled
F O For Adult cases, if asset trust present, Asset Trust task initiated
recent items F O For Disability cases, Social Summary completed (Form 2518)
] O Asset Trust Review completed
] Search performed for all outstanding tasks and completed as appropriate
] O Search completed for all outstanding verifications and information processed for any verifications found
L) O Required verifications evaluated for completeness for AGs ready for State review and eligibility
L) Case recording entered in ICES for data collection activities completed
O O FIAT Authorization Needed
Reason Required: Check a reason below or enter comments
O Applicant failed to complete required interview or return required verification
O Applicant has withdrawn application or documentation indicates ineligibility

8] Click the Task ID for Phone Interview Scheduled with a Reserved Status.

ACS Supervisor Home

Process Request for Services Case
Apply Now Person
Create Application Case Document
Create User Defined Task Task
ERCONLISIIS Change Password User

Get Next Task

Case Primary Client Task Name Status Priority Due Date
1015 - ICES Appointment Phone Interview 09:00:00-
10:00:00 for ICES Application Number 2000380620

9000025351 Reserved High 10/10/2007 09:00

The WFMS displays the Task Home.
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Step Joint Data Gathering Interview with the State

9/ Under the Options cluster, click Close Task.

ask Home

Options

| Close Task Park Task Eorward Task

Subject
1015 - ICES Appointment Phone Interview 09:00:00-10:00:00 for ICES Application Number 3000380620

Task ID: 9000025351 Status: Reserved
Priority: High Deadline:
Reserved By: April Rogers Last Assigned:
Time Worked:  00:00 [Changel Park Deadline:
Primary Action Supporting Information

Office Location

Task Instructions

Complete data gathering interview scheduled with applicant/client.

3.5.4.14 Delayed Data Broker Results Ready for Review

Most Data Broker results are displayed immediately; however for a few items, the results may
be delayed as much as 36 hours (e.g. certain types of property searches). Delayed Data Broker
results must be reviewed and reconciled with case information.

Step Delayed Data Broker Results Ready for Review

1} From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.

TaskiD | Gase ld Document  Subiect Status Pricdity  Due Dale
204 123456790 Birth Rearrange Document: Case: 1234567890; Client:  opan Low T/30/7004
e Cerfficate 123456789012 00:00

The WFMS displays the Task Home.

2. View the Primary Action and Task Instructions.

Task Instructions: Complete a review of additional Data Broker results received and
reconcile data.

3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.
4. INSERT PROCESS OF REVIEWING AND RECONCILING DATA BROKER RESULTS —

BASED UPON DATA BROKER DESIGN.
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Step Delayed Data Broker Results Ready for Review

5. Compare the additional Data Broker results with the application and/or case information,
existing documentation (including supporting documents and case notes) and the initial
pending notice (if applicable). If any new discrepancies are identified, continue with Step 6. If
Data Broker results do not identify any new discrepancies, skip to Step 8.

6. Attempt to contact the applicant via telephone (following business rules for telephone
contact in Section 4.9 Protocol for Outbound Calls <insert hyperlink>) to complete data
gathering inquiry for new information. If discrepancies have been reconciled by talking with
the applicant and no new information and/or verification needs to be returned, skip to Step 8.

7. If discrepancies cannot be reconciled by talking with the applicant or if the applicant cannot
be reached by telephone, Refer to Section 3.11.4, Sending Notices <insert hyperlink> to
send Fl 2032 — Pending Verifications for Applicants/Recipients requesting verification and/or
documentation of new information according to policy.

8. Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC____ PARMS: 3000076384
Enter case notes regarding the outcome of attempted telephone contact with the applicant
and any verification and/or documentation requested (if applicable).

9. Click Data Collection Checklist from the left Navigation bar.

(  Data Collection Checklist |
The WFMS displays the Data Collection Checklist page.

10. Under the Check List Items cluster, mark the box Complete for the Data Broker information

reconciled.
If this is the last check list item pending and no additional information/verifications are
outstanding, also certify the checklist as complete by marking the box Complete for the
Checklist is complete.

11. Click Home in the upper right corner.

The WFMS displays the User Home page.

12. Click the Task ID for the Delayed Data Broker Results Ready for Review with a Reserved

Status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.

The WFMS displays the Task Home.

13. Under the Options cluster, click Close Task.
Family and Social Services Administration .
Task Home ?
Options
Task Home i
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3.5.4.15 Threshold Approaching — Checklist Incomplete

The Threshold Approaching — Checklist Incomplete task is generated at the assistance group
(AG) level 5 business days before the final threshold date associated with the application. This
task allows ACS to review the case before the case is auto-swept to an SEC for State Review
and Eligibility Determination. Example: an application is received on 01/01/2008 for Hoosier
Healthwise. The final threshold date for Hoosier Healthwise is file date + 45 days (02/15/2008).
Therefore, the Threshold Approaching — Checklist Incomplete task is generated 5 business
days before 02/15/08 for the Hoosier Healthwise assistance group.

Review the case to determine if the applicant has complied with eligibility requirements (in
accordance with policy). Determine if the case is ready to be sent to an SEC for State Review
and Eligibility Determination. Working this task involves reviewing the status of case
processing, searching the Non-Indexed Document repository to determine if the applicant
submitted her information, but it has not been indexed to the case and taking any appropriate
action for the assistance group (AG) level.

Step Threshold Approaching — Checklist Incomplete

Task ID.

:
Nl process Request for Services
Il Apply Now

reate Application Case

reate User Defined Task

hange Password

o Get Next Task

The WFMS displays the Task Home page.

1} From the User Home page, under the My Tasks cluster, view the Task Name and click the

Task Case Primary Client Task Name Status Priority Due Date

9000045171 JASON SIXTHA 1012 - Threshhold Approaching - Checklist Incomplete Reserved High 12/6/2007 21:03
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Step

Threshold Approaching — Checklist Incomplete

View the Subject and Task Instructions.

= Task Home

Close Task Park Task Forward Task

O Graphical View

Task ID: 9000045171 Status: Parked
recent items Priority: High Deadline: 12/6/2007 21:03

Reserved By: April Rogers Last Assigned: 1/2/2008 11:24
Time Worked: 00:00 [Change Park Deadline: 1/4/2008 11:24

Primary Action Supporting Information

Case Home Page

Review open issues on checklist and resolve, including searching for a missing solicited document(s) in the repository of unidentified documents.
Task parked.

Under the Supporting Information cluster, click Case Home page.

= Task Home

O Task Assignment List Close Task Park Task Forward Task
O Graphical View Blihgert
1012 - Threshhold Approaching - Checklist Incomplete

Task ID: 9000045171 Status: Parked
recent items Priority: High Deadline: 12/6/2007 21:03
E Reserved By: April Rogers Last Assigned: 1/2/2008 11:24
Time Worked: 00:00 [Change Park Deadline: 1/4/2008 11:24

Primary Action Supporting Information

Case Home Page

Task Instructions

Review open issues on checklist and resolve, including searching for a missing solicited document(s) in the repository of unidentified documents.
Task parked.

If the Aﬁﬁlication Case Home ﬁaﬁe disElais, Refer to —

If the Standard Case Home Eaie disEIais, Refer to —
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3.5.4.15.1 Threshold Approaching — Checklist
Incomplete — Application Case

If a Threshold Approaching — Checklist Incomplete task is generated at the application case
level, it is necessary to first determine if a standard case exists. If a standard case exists, all
case processing is to occur at the standard case level. If no standard case exists, all case
processing is to occur at the application case level.

Step Threshold Approaching — Checklist Incomplete — Application Case

1} Under the Details cluster, review the Application Status. If the application status is AE
Complete, click Related Cases from the left Navigation bar. Click on the Case Reference
from the left Navigation bar to access the Standard Case hyperlink. Refer to

T . # : :‘—~

Application Case Home: JJASON SIXTHA - 9000023076 Help |

Help
Access Application Rescan Application Generate Internal Cover Sheet
© “e'iﬂzs.ﬂ(ﬂ.l!ﬁmﬁnn Send AR Information to ICES Send AE Information to ICES
oA S Completed AR in ICES Completed AE in ICES
L etits__________________________________________________________________|
o He iE S File Date: 10/13/2007 Preferred Language: English
O Salicited Documents =
Requests ( Application Status: AE in Process ] Health Coverage:
ICES Application Number: 3000382451 HIP Plan:
Programs Applied: Food Stamps State Funded or Refugee Assistance:
Currently Recieving Benefits?; No ICES Case Number: 0

If yes, whats the Case Number?:

Applying for Yourself: No
County Of Residence: Marion

750 W MAPLE ST
Home Address: MARION, Indiana 46952 Mailing Address:
Marion

How many people live at this address 3
(including yourself)?:
Phone Numbers

e — Home Phone: Mobile Phone:
recent items
Work Phone: 2605973693

2. Click Notes from the left Navigation bar. Review the notes entered for the application case to
determine action taken on the case.
V¥ °
RAY
— | Notes: JASON SIXTHA - 9000023076 [(Heip ]
Action Entered By Creation Date Text Sensitivity Priority Status
Completed New Application Ready for
View | Edit Jo Ann Sawyer 10/14/2007 Z‘f"‘;?;geﬁ‘;‘fgusz"';'t ::‘;z“ S 1 Medium Active
Application...
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Step

Threshold Approaching — Checklist Incomplete — Application Case

Click Tasks from the left Navigation bar.

The WFMS displays the Tasks page.

Review the task history for the application case to determine the status of application
processing.

Note: All tasks display on the Tasks page. Tasks with a deadline are unreserved tasks and
have not yet been completed.

Determine if an interview has been scheduled by navigating to ICES and entering: TRAN:
CSAH; PARMS: ICES Application Number. If the application is an Add a Program, enter the
ICES case number in the PARMS.

NEXT TRAN: CSAH____ PARMS: 3000382451

ICES displays the Client Scheduling Appointment History Display screen.

CLIENT SCHEDULING 01/03/08 10:28
APPOINTMENT HISTORY DISPLAY T49704 A TEST/ROGH

IDENTIFIER: 3000382451

OFFICE 1 B
SN DEL DATE TIME LOC AC M S WORKER FIRST NAME LAST NAME

N 10/16/07 0900 27000 01 P JASON SIXTHA
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Step

Threshold Approaching — Checklist Incomplete — Application Case

If an interview has been scheduled, determine if the applicant has completed a Data
Collection (and required State) interview. If the applicant has not completed the interview, it
is necessary to override the Review Application Checklist. Continue with Step 7.

If an interview has not been scheduled, attempt to contact the applicant via telephone
(following business rules for telephone contact in Section 4.9 Protocol for Outbound Calls
<insert hyperlink>) to schedule an interview appointment. If unable to contact the applicant,
schedule an interview and refer to Section 3.11.4, Sending Notices <insert hyperlink> to
send an Fl 007 — Notice of Interview/Appointment.

eview Application Checklist: JASON SIXTHA - 9000023076 Heip |

Read Previous Checklist Read Current Checklist Create Checklist

b |||l chedudist Details

Type: Review Application Checklist Status: In Progress
Checklist: 2 of 2 In Progress/Completed: 1 (2)/1 (1)
Checklist Items
Complete N/A Checklist Ttem

Application Contains Name, Address, Signature and at least one program choice (Program choice is not applicable for HIP)

File Date entered correctly or has been corrected

El 3] Name and data on scanned application match Workflow Management System preentered data, or data corrected. (N/A Only for Redeterm
Search conducted to determine if individual(s) known to system

O Reconciled individual(s) found in search with similar/same name or same SSN

O Member(s) on application currently active in another ICES case. Cannot check Complete for this and 'Add a Program Gnly' (N/A for HIP)
O Application reviewed to determine if program requested or active for Nursing Home, Waiver or Disability (N/A for HIP)

B Application with Food Stamps requested screened for Expedited processing (N/A for HIP)

] AR Completed at Help Center (N/A for HIP)

O Data Collection (and required State) interview scheduled as appropriate

(] Add a Program Only

O HIP: Pregnancy checked for applicant. Create manual task to WG2 for Create Application (no or inactive non-HIP) or Add Program (active

Override Checklist

Reason Required: Check a reason below and enter comments
] Applicant has voluntarily withdrawn application

O Other - comments required

Comments

The WFEMS displays the Review Application Checklist.
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Step

Threshold Approaching — Checklist Incomplete — Application Case

Under the Override Checklist cluster, mark the ‘Other — comments required box'. Enter
comments describing the reason for overriding the checklist. Once comments have been
entered, click Save.

i

Family and Social
<M Scrvices Administration

EDTTUDN | Review Application Checkiist: JASON SIXTHA - 9000023076 (el
0
3 optiorss _________________________________________________ |
0
o Read Previous Checklist Read Current Checklist Create Checklist

Checklist Details
Type: Review Application Checklist Status: In Progress
Checklist: 2 of 2 In Progress/Completed: 1 (2)/1 (1)

.

O

Complete N/A Checklist Item

O Application Contains Name, Address, Signature and at least one program choice (Program choice is not applicable for HIP)
2 File Date entered correctly or has been corrected
: . O ] Name and data on scanned application match Workflow Management System preentered data, or data corrected. (N/A Only for Redeterm
O Search conducted to determine if individual(s) known to system
O O Reconciled individual(s) found in search with similar/same name or same SSN
2 m} Member(s) on application currently active in another ICES case. Cannot check Complete for this and 'Add a Program Only' (N/A for HIP)
- O Application reviewed to determine if program requested or active for Nursing Home, Waiver or Disability (N/A for HIP)

O Application with Food Stamps requested screened for Expedited processing (N/A for HIP)

| AR Completed at Help Center (N/A for HIP)

= a Data Collection (and required State) interview scheduled as appropriate
[ream ey | Add a Program Only
m| HIP: Pregnancy checked for applicant. Create manual task to WG2 for Create Application (no or inactive non-HIP) or Add Program (active

" | Override Checklist
Reason Required: Check a reason below and enter comments

Ll Applicant has voluntarily withdrawn application
( Other - comments required ]

Comments

(Jasun Sixtha failed to complete required data collection interview. ]

Save Cancel |

The WFMS generates a State Review and Eligibility Determination task for the FSSA
Application queue and displays the Review Application Checklist with the Checklist status as
Complete.

Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076584

Enter notes detailing the reason(s) for overriding the Review Application Checklist. Refer to
Section 4.4, Documentation Guidelines <insert hyperlink>.

10.

Click Home in the upper right corner.
The WFMS displays the User Home page.
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Step

Threshold Approaching — Checklist Incomplete — Application Case

11.

Click on the Task ID for the Threshold Approaching — Checklist Incomplete task with a
Reserved status.

ACS Supervisor Home Help |

Process Reguest for Services Case

Apply Now Person
Create Application Case Document
= Create User Defined Task Task
recent items Change Password User

Get Next Task

Task Case Primary Client Task Name Status Priority Due Date
9000045171 JASON SIXTHA 1012 - Threshhold Approaching - Checklist Incomplete Reserved High 12/6/2007 21:03

The WFMS displays the Task Home page.

12.

Under the Options cluster, click Close Task.

Park Task Eorward Task

O Graphical View

1012 - Threshhold Approaching - Checklist Incomplete

Task ID: 9000045171 Status: Parked
recent items Priority: High Deadline: 12/6/2007 21:03
Reserved By: April Rogers Last Assigned: 1/2/2008 11:24
Time Worked: 00:00.[Change Park Deadline: 1/4/2008 11:24

Primary Action Supporting Information

Case Home Page

Task Instructions
Review open issues on checklist and resolve, including searching for a missing solicited document(s) in the repository of unidentified documents.
Task parked.

The WFMS displays the Close Task page.
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Step

Threshold Approaching — Checklist Incomplete — Application Case

13.

Click Yes.

.......

Close Task: chklistincomplete-Case - 9000045171

Are you sure you want to close this task?

The WFMS displays the Task Home with the next task.

3.5.4.15.2 Threshold Approaching — Checklist

Incomplete — Standard Case

Step

Threshold Approaching — Checklist Incomplete — Standard Case
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Step Threshold Approaching — Checklist Incomplete — Standard Case

1} Under the Assistance Groups cluster, review the status of the AGs.

i navigation

|

Review Asset/Trus Process Benefit Recovery Generate Internal Cover Sheet
Submit Case for Authorization Submit Change for Authorization

O0000D
|

Status Date: 12/7/2007 Redetermination Date:
Status: Pending

: Full Name: ARCHIE MANN Social Security Number: 508-31-2207
Date of Birth: 7/21/1972
oc 7503 N MERIDIAN
O N Home Address: MARION, Indiana 46952 Mailing Address:
e Grant
Ol Phone Numbers
> Home Phone: Cell Phone:
Work Phone:

Assistance Groups

Action Type Authorized Rep Status
View Food Stamps Pending

Next Appointment
Date Subject Location

Navigate to ICES. Enter TRAN: AEWAA; PARMS: Case Number. The case number can be
found at the top of the Case Home page.

NEXT TRAN.:

ICES displays the Assistance Group Authorization screen.
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Step

Threshold Approaching — Checklist Incomplete — Standard Case

Review the status of the assistance group on AEWAA to determine case processing. If the
assistance group has been authorized, skip to Step 17.

AEWAA ASSISTANCE GROUP AUTHORIZATION 01/03/08 11:40
COUNTY: 27 CASE: 2000087565 WORKER: T49704 A REFM/ROGER
LAST ACTIVITY DATE: 12/13/07 STATUS: PEND
REDETERMINATION MONTH: 052008 BUDGET

ELIG MONTHLY AG EFFECTIVE
CAT SEQ RE  PAYEE STAT AMOUNT STAT ***REASON CODES****  DATE AUTHOR
FS 01 _ A MANN PEND .00 PEND 354 ___ __ ___ __ 01012008
FS 01 _ A MANN PEND .00 PEND 354 12012007

Review ICES CLRC notes by entering TRAN: CLRC; PARMS: ICES Case
Number/MM/DD/YYYY.

NEXT TRAN: CLRC PARMS: 2000087565/01032008

Click Solicited Documents Requests from the left Navigation bar.

The WFMS displays the Solicited Documents Requests page.

Review the Solicited Documents Requests. Evaluate solicited documents requests to
determine if required verifications have been submitted. Section 3.11.5, Process Solicited
Documents <insert hyperlink>.

If the case is ready for State Review and Eligibility Determination (in accordance with policy),
update fields in ICES and complete the Data Collection Checklist to generate a State Review
and Eligibility Determination task for the FSSA Application queue. If required verifications
remain outstanding, continue with Step 6.

Click Documents from the left Navigation bar.

The WFMS displays the Documents page.
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Step Threshold Approaching — Checklist Incomplete — Standard Case

7. Review the Documents indexed to the case to determine if the documents have been
indexed to the case, but not yet processed. Process any documents indexed, but not yet
processed. If all documents indexed to the case have already been processed, it is
necessary to search the non-indexed documents for documents that may have been
submitted, but not indexed to the case.

8. Click Search Non-Indexed Documents.

The WFMS displays the Document Search page.

9. Under the Search Criteria cluster, enter details regarding the outstanding solicited document
(e.g. Social Security Number, Client Name (first, last), etc.). Refer to Section 3.11.3, Search
<insert hyperlink>.

10. Once all document details have been entered, click Save.

The WFMS displays the Search Results based on Search Criteria entered.

11. Review the documents in the Search Results.

12. If Solicited documents are not found, it is necessary to override the checklist. Click Data
Collection Checklist from the left Navigation bar.

The WFMS displays the Data Collection Checklist.

13. Under the Override Checklist cluster, mark the box ‘Applicant failed to complete required
interview or return required verification.’

14. Enter comments describing all activities completed (i.e. determined interview was
completed, searched non-indexed documents, etc).

15. Once all comments have been entered, click Save.

The WFMS displays the status of the Checklist as Completed and generates a State Review
and Eligibility Determination task for the FSSA Application queue. Refer to 4.29 State
Review and Eligibility Determination Needed <insert hyperlink> to confirm whether any
additional action is required to send a task to the State.

16. Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES Case Number.

. : D s
NEXT TRAN: CLRC PARMS: 30000/6384
Enter notes detailing the reason(s) for overriding the Data Collection Checklist. Refer to
Section 4.4, Documentation Guidelines <insert hyperlink>.
17. Click Home in the upper right corner.
The WFMS displays the User Home page.
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Step

Threshold Approaching — Checklist Incomplete — Standard Case

18.

Click on the Task ID for the Threshold Approaching — Checklist Incomplete task with a
Reserved status.

ACS Supervisor Home Help |

Process Reguest for Services Case

Apply Now Person
Create Application Case Document
= Create User Defined Task Task
recent items Change Password User

Get Next Task

Task Case Primary Client Task Name Status Priority Due Date
9000045171 JASON SIXTHA 1012 - Threshhold Approaching - Checklist Incomplete Reserved High 12/6/2007 21:03

The WFMS displays the Task Home page.

19.

Under the Options cluster, click Close Task.

Park Task Eorward Task

O Graphical View

1012 - Threshhold Approaching - Checklist Incomplete

Task ID: 9000045171 Status: Parked
recent items Priority: High Deadline: 12/6/2007 21:03
Reserved By: April Rogers Last Assigned: 1/2/2008 11:24
Time Worked: 00:00.[Change Park Deadline: 1/4/2008 11:24

Primary Action Supporting Information

Case Home Page

Task Instructions
Review open issues on checklist and resolve, including searching for a missing solicited document(s) in the repository of unidentified documents.
Task parked.

The WFMS displays the Close Task page.
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Step Threshold Approaching — Checklist Incomplete — Standard Case
20. Click Yes.
@
|
The WFMS displays the Task Home with the next task.
3.5.4.16 Review Food Stamps Application Approaching 31° Day Deadline
Step Review Food Stamps Application Approaching 31° Day Deadline
1} From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
TaskiD | Gase Id Document  Subject Status Priority  Due Dale
204 123456790 Birth Rearrange Document: Case: 1234567890; Client:  opan Low T/30/7004
m— T iicte | 12ASESN0 00:00
The WFMS displays the Task Home.
2. View the Subject and Task Instructions.
Task Instructions: Review case notes, determine if an interview was conducted. If no
interview was conducted send to State Eligibility Consultant to review for eligibility
determination. If an interview was scheduled and information is still pending send updated
Pending Verification Notice and Food Stamps Notice of Action (60 day notice) notice to
Client giving them 30 more days to submit the missing verifications needed to complete the
case.
3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Application or Case Home page.
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Step Review Food Stamps Application Approaching 31° Day Deadline

4, Review ICES CLRC notes by entering TRAN: CLRC; PARMS: ICES Case
Number/MM/DD/YYYY. If an ICES case does not exist, review notes in WFMS by clicking
Notes from the left Navigation bar.

NEXT TRAN: CLRC PARMS: 2000087565/01032008

5. Review any notes entered for the application to determine if an interview has been
conducted with an SEC.

If an interview has been conducted with an SEC and information is still pending, continue
with Step 6.

If the applicant has not completed a required interview with an SEC, refer to Section
3.5.4.17, Review Food Stamps Application Approaching 31* Day Deadline — No Interview
Completed <insert hyperlink>

6. Click Solicited Documents Requests from the left Navigation bar.

The WFMS displays the Solicited Documents Requests page.

7. Review the Solicited Documents Requests to determine what information/verification is still
missing.

e Evaluate required verifications for completeness (in accordance with policy). If expenses
are the only missing verification, and the case can be sent for State Review and
Eligibility Determination (in accordance with policy) update the appropriate verification
fields in ICES, possibly removing expenses.

e Click Data Collection Checklist from the left Navigation bar.
e The WFMS displays the Data Collection Checklist.
e Click Complete next to the boxes:

Check Complete or N/A for all items each time Checklist is completed, unless Overriding Checklist

Data Broker information reconciled

‘s
— For Adult cases, if asset trust present, Asset Trust task initiated
[l For Disability cases, Social Summary completed (Form 251B)
— Asset Trust Review completed

Search performed for all outstanding tasks and completed as appropnate
Search completed for all outstanding venfications and information processed for any]

verifications found

Required verifications evaluated for completeness for AGs ready for State review
and eligibility

Case recording entered in ICES for data collection activities completed

- FIAT Authorization Needed

aAa

O0|00|[@aoaoaan

Once all applicable items have been updated on the checklist, click Save.
The WFEMS displays the Data Collection Checklist page.

8. Refer to Section 3.11.3, Search Instructions <insert hyperlink> to search non-indexed docs
for missing verifications.
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Step Review Food Stamps Application Approaching 31° Day Deadline

9. Refer to Section 3.11.4, Sending Notices <insert hyperlink> to send FS notice of action and
another 2032.

10. Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076584

Enter notes indicating that an additional FI 2032 — Pending Verifications for
Applicants/Recipients has been sent, noting the due date. Refer to Section 4.4,
Documentation Guidelines <insert hyperlink>.

11. Click Home in the upper right corner.
The WFMS displays the User Home page.

12. Click the Task ID for the Review Food Stamps Application Approaching 31% Day Deadline
with a Reserved Status.

The WFMS displays the Task Home.

13. Under the Options cluster, click Close Task.
Family and Social Services Administration o

Task Home @
[

" Options

Task Home
Close Task Park Task Forward Task

The WFMS displays the Close Task page.

14. Click Yes,

The WFMS displays the Task Home with the next task.

3.5.4.17 Review Food Stamps Application Approaching 31° Day Deadline — No
Interview Completed

Review Food Stamps Application Approaching 31°* Day Deadline — No Interview

Step Completed

1} Click Data Collection Checklist from the left Navigation bar.

[ Data Collection Checklist |

The WFEMS displays the Data Collection Checklist.
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Step

Review Food Stamps Application Approaching 31°* Day Deadline — No Interview
Completed

Under the Override Checklist cluster, mark the box ‘Applicant failed to complete required
interview or return required verification.’

Enter comments describing all activities completed (i.e. determined interview has not been
completed, searched non-indexed documents, etc).

Once all comments have been entered, click Save.

The WFMS displays the status of the Checklist as Completed and generates a State Review
and Eligibility Determination task for the FSSA Application queue. Refer to 4.29 State
Review and Eligibility Determination Needed <insert hyperlink> to confirm whether any
additional action is required to send a task to the State.

Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 30000/6384

Enter notes detailing the reason(s) for overriding the Data Collection Checklist. Refer to
Section 4.4, Documentation Guidelines <insert hyperlink>.

Click Home in the upper right corner.
The WFMS displays the User Home page.

Click on the Task ID for the Review Food Stamps Application Approaching 31* Day
Deadline task with a Reserved status.

The WFMS displays the Task Home page.

Under the Options cluster, click Close Task.

The WFMS displays the Close Task page.

Click Yes.

The WFMS displays the Task Home with the next task.

3.5.4.18 Asset/Trust Review Completed

Step

Asset/Trust Review Completed
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Step Asset/Trust Review Completed

1} From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.

A
ACS Supervisor Home Help

Process Request for Services Case
Apply Now. Person
Create Application Case Document
i Create User Defined Task Task
ecent items Change Password User

Get Next Task

My Tasks
Task Case Primary Client Task Name Status Priority Due Date
9000054784 MONICA MONDAYA 1029 - Asset/Trust Review Completed Parked High 12/20/2007 13:37

The WFMS displays the Task Home page.
2. View the Subject and Task Instructions.

Help

Close Task Park Task Eorward Task

Subject

1029 - Asset/Trust Review Completed

= Task ID: 9000054823 Status: Unreserved
recent items ) Priofity: Medium Deadline:

= Reserved By: Last Assigned: 1/2/2008 16:42
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page

|Rev|ew the results of the Asset/Trust Review. Make any appropriate changes to the WFMS and ICES. ’

Task Instructions: Review the results of the Asset/Trust Review. Make any appropriate
changes to the WFMS and ICES.
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Step Asset/Trust Review Completed

3. Under the Supporting Information cluster, click Case Home page.

Task Home Help

Close Task Park Task Eorward Task

Subject
1029 - Asset/Trust Review Completed

Task ID: 9000054823 Status: Unreserved
Priority: Medium Deadline:
Reserved By: Last Assigned: 1/2/2008 16:42
Time Worked: 00:00 [Change Park Deadline:

Primary Action

Supporting Information

Case Home Page

Task Instructions

Review the results of the Asset/Trust Review. Make any appropriate changes to the WFMS and ICES.

The WFMS displays the Case Home page.

4, Click Data Collection Checklist from the left Navigation bar.
3 ~N & .

Data Collection Checklist: MONICA MONDAYA - 3000384556 Help

& The oldest checklist is being displayed

" Checklist (8|l Read Previous Checklist Read Current Checklist Create Checklist
A CO - - S Checklist Details
nd Party Review
E Type: Data Collection Checklist Status: In Progress
Checklist: 1 of 1 1In Progress/Completed: 1 (1)/0

Application/Redetermination Data Collection Checklist for:

[ category Seguence Pavee Status

[ Foodstamps 01 Pending
Complete N/A Checklist Item
O | Application data and any default values reconciled/updated in ICES
] Required Data Broker request submitted for designated program types
O O Data Collection interview completed (FS, TANF, Adult Medicaid only as appropriate)

recent items 5 | Check Complete or N/A for all items each time Checklist is completed, unless Overriding Checklist

] ¥ Data Broker information reconciled (N/A if Required Data Broker item is N/A)
] For Adult cases, if asset trust present, Asset Trust task initiated
] For Disability cases, Social Summary completed (Form 2518)
a Asset Trust Review completed (N/A if Asset Trust checklist item is N/A)
] Search performed for all outstanding tasks and completed as appropriate
a O Search completed for all outstanding verifications and information processed for any verifications found
] | Required verifications evaluated for completeness for AGs ready for State review and eligibility
| Case recording entered in ICES for data collection activities completed
|| .| FIAT Authorization Needed

The WFMS displays the Data Collection Checklist page.

5. Review the check list to determine which check list items have not been marked as

Complete. Determine if the application processing can be completed or if information
remains outstanding.
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Step Asset/Trust Review Completed
6. For those items not marked as Complete, attempt to resolve and/or complete unless the
tasks are assigned to another workgroup.
If unable to resolve and/or complete the necessary check list item, refer to Section 3.5.5,
Initiate Tasks <insert hyperlink> to create a task for the appropriate workgroup for
completion of the check list item (if necessary).
7. If able to resolve an item(s) not yet marked as Complete, mark the box Complete for the
item(s) resolved.
8. Click Home in the upper right corner.
The WFMS displays the User Home page.
9. Click the Task ID for the Asset/Trust Review Completed task with a Reserved status.
nagatiun ACS Supervisor Home p
Process Request for Services Case
Apply Now Person
Create Application Case Document
Create User Defined Task Task
Change Password User
worldow ]
Get Next Task
Task Case Primary Client Task Name Status Priority Due Date
MONICA MONDAYA 1020 - Asset/Trust Review Completed Parked High 12/20/2007 13:37
The WFMS displays the Task Home page.
10. Under the Options cluster, click Close Task.
...t " ]\.m‘m‘ = r;';" a z :i
Task Home @
Options
Park Task Eorward Task
1029 - Asset/Trust Review Completed
oetaits |
Task ID: 9000054823 Status: Unreserved
recent ite E 2 Priofity: Medium Deadline:
Reserved By: Last Assigned: 1/2/2008 16:42
Time Worked: 00:00 [Change Park Deadline:
Case Home Page
Review the results of the Asset/Trust Review. Make any appropriate changes to the WFMS and ICES.
The WFMS displays the Close Task page.
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Step Asset/Trust Review Completed

11. Click Yes.

The WFMS displays the Task Home page with the next task.

3.5.4.19 Out-of-State Inquiry Results

After a WG1 EA has completed the Out-of-State Inquiry Request task, the Out-of-State Inquiry
Results task is created and forwarded to the appropriate Workgroup. If an ICES case exists, all
information is updated in ICES. If a WFMS application case exists, all information is updated in

the WFMS.
Step Out-of-State Inquiry Results
1. From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
ACS Supervisor Home @
Process Request for Services Case
Apply Now Person
| Create Application Case Document
Create User Defined Task Task
Change Password User
\workttows |
Get Next Task
Task Case Primary Client Task Name Status Priority Due Date
%A 1030 - Qut-of-State Inquiry Results Reserved High 12/20/2007 13:37
The WFMS displays the Task Home.
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Step

Out-of-State Inquiry Results

View the Subject and Task Instructions.

Task Home

Close Task Park Task Forward Task

Subject
1030 - Out-of-State Inquiry Results

Details

Task ID: 9000054784 Status: Unreserved

Priority: High Deadline: 12/20/2007 13:37
Reserved By: Last Assigned: 12/19/2007 13:37
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page

Review the results of the Out-of-State Inquiry. Make any appropriate changes to the WFMS and ICES. If additional information is needed to finish the
application send a request for verification to the applicant(s).

Task Instructions: Review the results of the Out-of-State Inquiry. Make any appropriate
changes to the WFMS and ICES. If additional information is needed to finish the application,
send a request for verification to the applicant(s).

Under the Supporting Information cluster, click Case Home page.

®
()

Task Home

Close Task Park Task Eorward Task

Subject
1030 - Qut-of-State Inquiry Results

Task ID: 9000054784 Status: Unreserved
Priority: High Deadline: 12/20/2007 13:37
Reserved By: Last Assigned: 12/19/2007 13:37
Time Worked: 00:00 [Change Park Deadline:
Primary Action Supporting Information

Case Home Page

Task Instructions

Review the results of the Out-of-State Inquiry. Make any appropriate changes to the WFMS and ICES. If additional information is needed to finish the
application send a request for verification to the applicant(s).

The WFMS displays the Application Case Home page or Case Home page.
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Step

Out-of-State Inquiry Results

Click Documents from the left Navigation bar.

ocuments: MONICA MONDAYA - 9000026201

[(Search Non-Indexed Documents | (Attach Document |

8l Action Document Type Document Name Client t Date

Application and
Redetermination
Forms

Eligibility Support Out of State Inquiry
Documents Form

Indiana Application

O Review Application z
Checklist for Assistance

MONICA MONDAYA 12/20/2007

O Authorized
Representatives

O Member Relationships
O Solicited Documents
Requests

MONICA MONDAYA 12/20/2007

eq
O Absent Parents
O Assets

O Earned Income
O Other Income

O Expenses

O Notes

O Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Documents page.

5
E

Reviewed

Received

tHelp
Related Case ID.

9000026201

9000026201

Click the Document Name hyperlink for the Out-of-State Inquiry form.

ocuments: MONICA MONDAYA - 9000026201

[(Search Non-Indexed Documents | (Attach Document |

Document Type Document Name Client. t Date

O Documents Action

O Hembers Application and

O Kaview_npplicatinn Redetermination
Checklist S

Eligibility Support

Documents

Indiana Application
for Assistance

Out of State Inguiry MONICA MONDAYA
Form a=aaaee

MONICA MONDAYA 12/20/2007

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income

O Other Income

O Expenses

O Notes

O Correspondence

O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

12/20/2007

The WFMS opens image of the document in a separate window.

5
E

Reviewed

Received

tHelp
Related Case ID.

9000026201

9000026201
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Step

Out-of-State Inquiry Results

6. Review the information on the Out-of-State Inquiry Form.

Out of State Inquiry

Inquiry Date:  10-04

|Response Date: 10-04-07

The State of Indiana, Family and Social Services Administration is requesting/providing verification of current and/or past
public istance benefits as indicated below.

@ requesting (please complete the information below including your agency and Benefits Received from your state by the
individuals listed)

I:] providing (below is information regarding Benefits Received from the State of Indiana by the individuals listed)

Out-of-State Agency Inf tion:

Agency Mame: Other State | Contact Name: Suzie Casew
Agency Address: 111 Mole Street | city: Millersille 18931
Phone #:999-999-99¢
Case Name: oI Case #:

Current Address: ) .il?.lesi;iéﬁcé; |® !Mailing.‘ |D

Street/PO Box: | 1837 My Street city: | millersville |state: |uT |zip: 18931
Case Members b
Last: | Mondaya First: | Monica DOB: | g~ | SSNiMember ID:
| | Food Stamps | Begin: | 320 End: | | TANF | Begin: | 2007
ws | B ps | Begin: | 32007 = gin: | 32007
Received: i T s T x MNumber of TANF months received | -
] | Medicaid | Begn: | 32007 | End: as an adult (beginning April 2002): | 7
Last: | i | First: | i | DOB: | | SSNi/Member ID:
o Food Stamps | Begin: End: fi TANF | Begin: | | End: |
Received: 1 o - . MNumber of TANF months received
O  Medicaid  gean: | | as an adult (beginning April 2002):
Last: | [ | First: | [ M | DOB: | | SSN/Member ID:
| Food Stam Beagin: End: ) | TANF | Beagin: | ! End: |
Benefits I:I i g L I:I gl |
Received: 1 - i 1 - MNumber of TANF months received
O | Medicaid | Bean: End:: | | as an adult (beginning April 2002):
Last: | | | First: | | Mi: | DOB: SSN/Member ID:
Food Stam Begin: End: i TANF | Begin: | End:
Benefits EI ps egin | | Q eqgin | | n |
Received: i i e ) 3 MNumber of TANF months received
[0 | Medicaia Hege; Eok as an adult (beginning April 2002): | -
Are there any outstanding Benefit Recovery claims or Intentional Program Violations? | Yes ®1| Mo
1 1 |
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Step Out-of-State Inquiry Results

7. Navigate to ICES. Enter TRAN: AEIDC; PARMS: ICES Case Number. Press Enter. If an
ICES case does not exist, skip to Step 11.

AEIDC INDIVIDUAL DEMOGRAPHICS CONTINUED 12/20/07 14:07
COUNTY: 09 CASE: 3000384556 WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 12/20/07 STATUS: PENDING
-0UT OF STATE ASSISTANCE-
LIV===0L LUK~~~ COUNTS MAR  OCCUR . m—
NBR NAME  TYPE DATE VR|PROG TO 60 END DTE VR |STAT DATE VR ST DATE

01 MONIC M 01 09/30/07 HC/A _ _ Y 09/30/07 TP ST ____ CS N

Enter Out-of-State Inquiry Results information in the appropriate data fields.

8. Complete screen AEOSA (if necessary).

AEQSA OUT OF STATE CASH ASSISTANCE 12/20/07 14:12
COUNTY: 09 CASE: 3000384556 WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 12/20/07 STATUS: PENDING
D
INDIVIDUAL: 01  MONICA MONDAYA RID: 300081852099
OUT OF STATE MONTHS TOWARD 60: 07 SSN:

DATE OF BIRTH: 04/03/55

BENEFIT

ST VR ST VR ST VR MMCCYY ST VR
ut TP Ut -Tr Ut TP 062007 UT TP
ut TP ut TP ut TP
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Step Out-of-State Inquiry Results

9. Run AEABC in ICES, reviewing all Assistance Group, Non-Financial, Resource and
Financial Summary Screens for accuracy.

AECES CASE ELIGIBILITY SUMMARY 12/17/07 15:10
COUNTY: 27 CASE: 3000381743  WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 10/15/07  STATUS: PENDING

***NON*** *hAAAAS

AG  AG FINANCIAL **RESOURCE*axs BEN MONTH

***RE
S CAT SEQ ST PAYEE RSIVQ RSVQ EXCESS RS V Q MONTH BENFT

a ADCR 01 PE S GRANT P PS € C 11/07 288
aFS 01l PE S GRANT P PS C C 11/07 426
a MA C 01 PE S GRANT P PS C C 11/07 0

PF22: AECIS

NEXT TRAN: _

10. In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

Enter case notes regarding the Out-of-State Inquiry Request information (following
guidelines for entering information into CLRC. Refer to Section 4.4, Documentation
Guidelines <insert hyperlink>. Skip to Step 20.
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Step

Out-of-State Inquiry Results

11.

Click Members from the left Navigation bar.

Members: MONICA MONDAYA - 9000026201

Add Memh er
| Action Name Tvpe
View |Edit MONICA MONDAYA Primary Client

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

© Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income

O Other Income

O Expenses

O Notes

O Correspondence

The WFMS displays the Members page.

12.

Click Edit next to the member who has received out-of-state assistance.

_
O Dt || Action Name Tvpe
O Members Vie MONICA MONDAYA Primary Client
O Review Application

Checklist
O Authorized

Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents
O Assets
O Earned Income

© Other Income
O Expenses

O Notes

O Correspondence

The WFMS displays the Modify Member page.
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Step

Out-of-State Inquiry Results

13.

Under Assistance from Another State cluster, enter the information obtained from the other
State.

Living Arrangements of Person

Select the type of location where this Person lives: ‘ [:]

If you selected institution, what is the type of institution?: ‘ ‘:]

What is the name of the institution?: ‘

What is the address of the institution?:

Street: | Zip: |

v | cowi:

~
Assistance From Another State

Has this Person received Food Stamps, Cash Assistance, or Medicaid from another State?:

Cash Assistance:
Check each type of assistance received

Enter the Date when you last received this assistance: 509,1'30/2007 J @
Select State where this assistance was received:

Food Stamps:

Enter the Date when you last received this assistance: @ 30/_25]_0_7 i(ﬁ]

Select State where this assistance was received: |Utah |
Medicaid:

Enter the Date when you last received this assistance:

Select State where this assistance was received:

v—— e
Other Applicant Details

Is this Person fleeing the law due to a felony charge or conviction, or in violation of a ‘ No \l]
condition of probation or parole?:
Has this Person been convicted of a drug felony?: ‘ No [ﬂ

If convicted of a drug felony, enter the date the crime was committed: \—J &

14.

Once all information has been entered, click Save.

Applicant Information:

4First Name: [MONICA sLast Name: [MONDAYA

Middle Initial: \ Suffix:

SSN: 000000000 Date ?Zd?,ifﬂ“ 4/3/1955 G
mmddfyyey

(Don't enter dashes)
Ethnicity: |Not Hispanic or Latino .

Sex:

Email Address: |

1Is this Person Head of Household?:

Applicant's Race - check all that apply

Black or African American: [] Native Hawaiian or Pacific Islander: [] Asian:
American Indian or Alaskan Native: [] White: [] Other: []
Programs Requested For This Person
All Programs:  [] Health Coverage: [] Not Applying: []
Food Stamps: Cash Assistance: []

Applicant Details

Is this Person a U.S. Citizen?: |YeS DV R RERIREL LR R s

Indiana?:

‘ If not a U.S. Citizen, what is their immigration _

If not a U.S. Citizen, what is their USCIS #?: ‘ .
status?:

Country of Origin: R Immigrantion Status Date: i i Q‘i

Date of Entry Into US: ‘71 @

The WFMS displays the Members page.

15.

Repeat Steps 12-14 as necessary.
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Step

Out-of-State Inquiry Results

16.

Click Notes from the left Navigation bar.

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income

O Other Income

O Expenses

© Notes

O Correspondence

O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

- O jia
L =
MNotes: MONICA MONDAYA - 9000026201 Help
Entered By Creation Date Text Sensitivity Priority Status
out of state inquiry initiated to verify
Diana McGuire 10/22/2007 ‘when Hawaii benefits ended to avoid 1 Medium Active

duplicating issuance.

The WFMS displays the Notes page.

17.

Click New.

O Documents

O Members

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income

O Other Income

O Expenses

© Notes

O Correspondence

O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

Entered By Creation Date Text Sensitivity Priority Status
out of state inguiry initiated to verify
Diana McGuire 10/22/2007 ‘when Hawaii benefits ended to avoid 1 Medium Active

duplicating issuance.

The WFMS displays the Create Note page.

18.

Enter case notes reﬁardinﬁ the Out-of-State Inﬂuiry Request information. Refer to Section
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Step

Out-of-State Inquiry Results

19.

Once notes have been entered, click Save.

| Create Note: MONICA MONDAYA - 9000026201

#Priority: +Sensitivity:

recent items Note Text

Monica claims to have recently received FS and MA in Chio. Generated an Qut of State Inguiry form requesting
4 Text: verification of when Ohio benefits ended.\

Save & New | [ Cancel

The WFMS displays the Notes page.

20.

Click Home in the upper right corner.
The WFMS displays the User Home page.

21.

Click the Task ID for the Out-of-State Inquiry Results task with a Reserved Status.

ACS Supervisor Home Help |

Process Reguest for Services Case
Apply Now Person
Create Application Case Document
> Create User Defined Task Task
| recent items | Change Password User

Get Next Task

Task Case Primary Client Task Name .Status Priority Due Date

MONICA
MONDAYA

9000054784 1030 - Out-of-State Inquiry Results Reserved High 12/20/2007 13:37

The WFMS displays the Task Home.
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Step Out-of-State Inquiry Results

22. Under the Options cluster, click Close Task.
= Q <

navigation B Task Home

Options
Q Task Assignment List Park Task Forward Task
O Graphical View e
1030 - Out-of-State Inquiry Results
Details
= Task ID: 9000054784 Status: Unreserved
recent items ) Priority: High Deadline:  12/20/2007 13:37
Reserved By: Last Assigned: 12/19/2007 13:37
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Review the results of the Qut-of-State Inquiry. Make any appropriate changes to the WFMS and ICES. If additional information is needed to finish the
application send a request for verification to the applicant(s).

The WEMS displays the Task Home with the next task.

3.5.4.20 Front-End Integrity Review Results

Step Front-End Integrity Review Results

1} From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.

ACS Supervisor Home Help

Process Request for Services Case

Apply Now. Person
Create Application Case Document
Create User Defined Task Task
Change Password User

Get Next Task

Task Case Primary Client Task Name Status Priority Due Date
9000054784 MONICA MONDAYA 1031 - Front-End Integrity Review Results Parked High 12/20/2007 13:37

The WFMS displays the Task Home page.
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Step

Front-End Integrity Review Results

View the Subject and Task Instructions.

Task Home [Heln |

Close Task Park Task Eorward Task

Subject
1031 - Front-End Integrity Review Results

|

Details

Task ID: 9000054820 Status: Unreserved

Priority: High Deadline: 1/3/2008 15:59
Reserved By: Last Assigned: 1/2/2008 15:59
Time Worked: 00:00 [Change] Park Deadline:

Primary Action Supporting Information

Case Home Page

Review the results of the Front-End Integrity Review. Make any appropriate changes to the WFMS and ICES. If additional information is needed to finish the
application send a request for verification to the applicant(s).

Task Instructions: Review the results of the Front-End Integrity Review. Make any
appropriate changes to the WFMS and ICES. If additional information is needed to finish the
application, send a request for verification to the applicant(s).

Under the Supporting Information cluster, click Case Home page.

|
Task Home [Heln |
Close Task Park Task Eorward Task

1031 - Front-End Integrity Review Results

Task ID: 9000054820 Status: Unreserved
%‘ Priofity: High Deadline: 1/3/2008 15:59
Reserved By: Last Assigned: 1/2/2008 15:59
ﬁ Time Worked: 00:00 [Change] Park Deadline:
Primary Action Supporting Information

Case Home Page

Task Instructions

Review the results of the Front-End Integrity Review. Make any appropriate changes to the WFMS and ICES. If additional information is needed to finish the
application send a request for verification to the applicant(s).

The WFMS displays the Case Home page.

Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES CASE NUMBER/MMDDYYYY. If an
ICES case does not exist, review Notes in WFMS by clicking Notes from the left Navigation
bar.

NEXT TRAN:

Review the case notes related to the Front-End Integrity Review Results.
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Step

Front-End Integrity Review Results

Complete all applicable ICES screens using information from the Front-End Integrity Review
Results task. Identify missing or incomplete information in ICES with question marks.

If any changes have been made in ICES, run AEABC in ICES, reviewing all Assistance
Group, Non-Financial, Resource and Financial Summary Screens for accuracy. If no
changes have been made in ICES as a result of the Front-End Integrity Review Results, skip
to Step 8.

In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

Enter case notes regarding any actions taken as a result of the Front-End Integrity Review
Results (following guidelines for entering information into CLRC. Refer to Section 4.4,
Documentation Guidelines <insert hyperlink>.

Click Data Collection Checklist from the left Navigation bar.

a—
{@ Family and Social
S Scrvices Administeation

Crovigation —— IR

.
0 MONICA MONDAYA - 3000384556 Help |
O
2 & The oldest checklist is being displayed
.
: opions.___________________________________________________ |
O
Read Previous Checklist Read Current Checklist Create Checklist
; L} Checklist Details
.
Type: Data Collection Checklist Status: In Progress

O Checklist: 1 of 1 In Progress/Completed: 1 (1)/0
3 Application/Redetermination Data Collection Checklist for:
O O Category Sequence Payee Status
* [1 Foodstamps 01 Pending
O
g checwisteems |
O Complete N/A Checklist Item

O | Application data and any default values reconciled/updated in ICES

] Required Data Broker request submitted for designated program types

O O Data Collection interview completed (FS, TANF, Adult Medicaid only as appropriate)

| recentitems 5l Check Complete or N/A for all items each time Checklist is completed, unless Overriding Checklist

] ¥ Data Broker information reconciled (N/A if Required Data Broker item is N/A)

] For Adult cases, if asset trust present, Asset Trust task initiated

] For Disability cases, Social Summary completed (Form 2518)

a Asset Trust Review completed (N/A if Asset Trust checklist item is N/A)

] Search performed for all outstanding tasks and completed as appropriate

a O Search completed for all outstanding verifications and information processed for any verifications found
] | Required verifications evaluated for completeness for AGs ready for State review and eligibility

| Case recording entered in ICES for data collection activities completed

|| .| FIAT Authorization Needed

The WFMS displays the Data Collection Checklist page.

10.

Review the check list to determine which check list items have not been marked as
Complete. Determine if the application processing can be completed or if information
remains outstanding.
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Step Front-End Integrity Review Results
11. For those items not marked as Complete, attempt to resolve and/or complete unless the
tasks are assigned to another workgroup.
If unable to resolve and/or complete the necessary check list item, refer to Section 3.5.5,
Initiate Tasks <insert hyperlink> to create a task for the appropriate workgroup for
completion of the check list item (if necessary).
12. If able to resolve an item(s) not yet marked as Complete, mark the box Complete for the
item(s) resolved.
13. Click Home in the upper right corner.
The WFMS displays the User Home page.
14. Click the Task ID for the Front-End Integrity Review Results task with a Reserved Status.
ACS Supervisor Home D
Process Request for Services Case
Apply Now Person
Create Application Case Document
Create User Defined Task Task
Change Password User
worldow ]
Get Next Task
Task Case Primary Client Task Name Status Priority Due Date
MONICA MONDAYA 1031 - Front-End Integrity Review Results parked High 12/20/2007 13:37
The WFMS displays the Task Home page.
15. Under the Options cluster, click Close Task.
W Family and Social
# Scrvices Administratio LS =
Task Home E“‘_—'
_ Park Task Forward Task
1031 - Front-End Integrity Review Results
etits |
— Task ID: 9000054820 Status: Unreserved
JIESCORERGHTE Priority: High Deadiine: 1/3/2008 15:59
Reserved By: Last Assigned: 1/2/2008 15:59
Time Worked: 00:00 [Change Park Deadline:
Case Home Page
Review the results of the Front-End Integrity Review. Make any appropriate changes to the WFMS and ICES. If additional information is needed to finish the
application send a request for verification to the applicant(s).
The WFMS displays the Task Home page with the next task.
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3.5.4.21 Systematic Alien Verification Entitlement (SAVE) Response
Step Systematic Alien Verification Entitlement (SAVE) Response

1/ From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.

My Tasks

TaskiD Caseld Document  Subject Stalus Priority Bue Date

204 123456790  Birth Rearrange Document: Case: 1234567890; Client:  opan Low TI30/2004
i Cerlificate. 123456788012 0000

The WFMS displays the Task Home page.

2. View the Subject and Task Instructions.
Task Instructions: Review the response, enter results on ICES.

3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

4, Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES CASE NUMBER/MMDDYYYY. If an
ICES case does not exist, review Notes in WFMS by clicking Notes from the left Navigation
bar.

NEXT TRAN: CLRC PARMS: 3000337737/07092007_

5. Review the case notes related to the Systematic Alien Verification Entitlement (SAVE)
Response.

6. Complete all applicable ICES screens using information from the Systematic Alien
Verification Entitlement (SAVE) Response task. Identify missing or incomplete information in
ICES with question marks.

7. If any changes have been made in ICES, run AEABC in ICES, reviewing all Assistance
Group, Non-Financial, Resource and Financial Summary Screens for accuracy. If no
changes have been made in ICES as a result of the Systematic Alien Verification Entitlement
(SAVE) Response, skip to Step 8.

8. In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS . 30000/6384

Enter case notes regarding any actions taken as a result of the Systematic Alien Verification
Entitlement (SAVE) Response (following guidelines for entering information into CLRC).
Refer to Section 4.4, Documentation Guidelines <insert hyperlink>.
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Step

Systematic Alien Verification Entitlement (SAVE) Response

Click Data Collection Checklist from the left Navigation bar.

G

. t Data Collection Checklist: MONICA MONDAYA - 3000384556 | Hel ]

& The oldest checklist is being displayed

Read Previous Checklist Read Current Checklist Create Checklist

4§ Checklist Details

Type: Data Collection Checklist Status: In Progress
Checklist: 1 of 1 In Progress/Completed: 1 (1)/0
Application/Redetermination Data Collection Checklist for:
[ category Seguence Payee Status
[1 Foodstamps 01 Pending
Complete N/A Checklist Item
O | Application data and any default values reconciled/updated in ICES
] Required Data Broker request submitted for designated program types
O O Data Collection interview completed (FS, TANF, Adult Medicaid only as appropriate)

Check Complete or N/A for all items each time Checklist is completed, unless Overriding Checklist

] ¥ Data Broker information reconciled (N/A if Required Data Broker item is N/A)

] For Adult cases, if asset trust present, Asset Trust task initiated

] For Disability cases, Social Summary completed (Form 2518)

a Asset Trust Review completed (N/A if Asset Trust checklist item is N/A)

] Search performed for all outstanding tasks and completed as appropriate

a O Search completed for all outstanding verifications and information processed for any verifications found
] | Required verifications evaluated for completeness for AGs ready for State review and eligibility

| Case recording entered in ICES for data collection activities completed

|| .| FIAT Authorization Needed

The WFMS displays the Data Collection Checklist page.

10.

Review the check list to determine which check list items have not been marked as
Complete. Determine if the application processing can be completed or if information
remains outstanding.

11. For those items not yet marked as Complete, attempt to resolve and/or complete unless the
tasks are assigned to another workgroup.
If unable to resolve and/or complete the necessary check list item, refer to Section 3.5.5,
Initiate Tasks <insert hyperlink> to generate a task for the appropriate workgroup for
completion of the check list item (if necessary).

12. If able to resolve an item(s) not marked as Complete, mark the box Complete for the item(s)
resolved.

13. Click Home in the upper right corner.
The WFMS displays the User Home page.

14. Click the Task ID for the Systematic Alien Verification Entitlement (SAVE) Response task
with a Reserved Status.
The WFMS displays the Task Home page.
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Step

Systematic Alien Verification Entitlement (SAVE) Response

15.

Under the Options cluster, click Close Task.

Task Home

navigation

Options

Close Task Park Task Forward Task

The WFMS displays the Task Home page with the next task.

3.5.4.22 Child Support Good Cause Response

Step Child Support Good Cause Response
1} From the User Home page, under the My Tasks cluster, view the Task Name and click the

Task ID.
ACS Supervisor Home [Help
Process Request for Services Case
Apply Now Person
Create Application Case Document

== — Create User Defined Task Task

Change Password User
wortow |
Get Next Task
Task Case Primary Client Task Name Status Priority. Due Date
MONICA MONDAYA 1092 - Child Support Good Cause Request Parked High 12/20/2007 13:37

The WFMS displays the Task Home page.
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Step

Child Support Good Cause Response

View the Subject and Task Instructions.

= Task Home

Close Task Park Task Forward Task

1092 - Child Support Good Cause Request

Task ID: 9000054809 Status: Unreserved

Priority: Medium Deadline: 1/4/2008 09:36
Reserved By: Last Assigned: 1/2/2008 09:36
Time Worked: 00:00 [Change] Park Deadline:

Primary Action Supporting Information

Case Home Page

‘Raviaw child support good cause request/documentation and make determination ’

Task Instructions: Review the response, enter results on ICES.

Under the Supporting Information cluster, click Case Home page.

= Task Home Help |

Close Task Park Task Forward Task

Subject
1092 - Child Support Good Cause Request

Task ID: 9000054809 Status: Unreserved

Priority: Medium Deadline: 1/4/2008 09:36
Reserved By: Last Assigned: 1/2/2008 09:36
Time Worked: 00:00 [Change] Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Review child support good cause request/documentation and make determination

The WFMS displays the Case Home page.

Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES CASE NUMBER/MMDDYYYY. If an
ICES case does not exist, review Notes in WFMS by clicking Notes from the left Navigation
bar.

NEXT TRAN: " PARMS:

Review the case notes related to the Child Support Good Cause Response.

February 29, 2008 Page 3.5-221 Version 1.4

Indiana Eligibility Modernization Project Volume 4. Service Center Processes and Procedures




Step

Child Support Good Cause Response

Complete ICES screen AEIAC using information from the Child Support Good Cause
Response task.

AEIAC (AFDC,MA)ABSENT PARENT INFORMATION - CONTINUED 07/09/07 15:02
COUNTY: 79 CASE: 3000344907 WORKER: T79118 T49704 A TEST/ROGER
LAST ACTIVITY DATE: 06/29/07 STATUS: PENDING

FIRST M LAST SUF SSN
DC: ABSENT PARENT: JACK FLASH

WERE THE MOTHER AND FATHER EVER MARRIED? N DATE MARRIED:

ARE THEY DIVORCED? _
CETY COUNTY STATE

IF DIVORCED, LOCATION OF DIVORCE: s
DATE OF DIVORCE: ORDER #: COURT ACTION:

CHILD SUPPORT (CONVERSION DATE: C0-0P?7 Y  PROS. STATUS:

REQUESTED?Y N  DATE: STATUS: DATE:

PFL9: AEIAP PF21: AEICH
NEXT TRAN: _

If any changes have been made in ICES, run AEABC in ICES, reviewing all Assistance
Group, Non-Financial, Resource and Financial Summary Screens for accuracy. If no
changes have been made in ICES as a result of the Child Support Good Cause Response,
skip to Step 8.

In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

Enter case notes regarding any actions taken as a result of the Child Support Good Cause
Response (following guidelines for entering information into CLRC). Refer to Section 4.4,
Documentation Guidelines <insert hyperlink>.
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Step

Child Support Good Cause Response

Click Data Collection Checklist from the left Navigation bar.

El_ %(%

Data Collection Checklist: MONICA MONDAYA - 3000384556

& The oldest checklist is being displayed

Read Previous Checklist Read Current Checklist Create Checklist
Checklist Details
Type: Data Collection Checklist Status: In Progress
Checklist: 1 of 1 In Progress/Completed: 1 (1)/0
Application/Redetermination Data Collection Checklist for:
O Category Sequence Payee Status
[1 Foodstamps 01 Pending

Checklist Items

Complete N/A Checklist Item

O | Application data and any default values reconciled/updated in ICES
] Required Data Broker request submitted for designated program types
O O Data Collection interview completed (FS, TANF, Adult Medicaid only as appropriate)

Check Complete or N/A for all items each time Checklist is completed, unless Overriding Checklist

] ¥ Data Broker information reconciled (N/A if Required Data Broker item is N/A)

] For Adult cases, if asset trust present, Asset Trust task initiated

] For Disability cases, Social Summary completed (Form 2518)

a Asset Trust Review completed (N/A if Asset Trust checklist item is N/A)

] Search performed for all outstanding tasks and completed as appropriate

a O Search completed for all outstanding verifications and information processed for any verifications found
] | Required verifications evaluated for completeness for AGs ready for State review and eligibility

| Case recording entered in ICES for data collection activities completed

|| .| FIAT Authorization Needed

The WFMS displays the Data Collection Checklist page.

10.

Review the check list to determine which check list items have not been marked as
Complete. Determine if the application processing can be completed or if information
remains outstanding.

11.

For those items not yet marked as Complete, attempt to resolve and/or complete unless the
tasks are assigned to another workgroup.

If unable to resolve and/or complete the necessary check list item, refer to Section 3.5.5,
Initiate Tasks <insert hyperlink> to generate a task for the appropriate workgroup for
completion of the check list item (if necessary).

12.

If able to resolve an item(s) not marked as Complete, mark the box Complete for the item(s)
resolved.

13.

Click Home in the upper right corner.
The WFMS displays the User Home page.
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Step

Child Support Good Cause Response

14.

Click the Task ID for the Child Support Good Cause Response task with a Reserved Status.

ACS Supervisor Home Help

Process Request for Services Case
Apply Now Person
Create Application Case Document
Create User Defined Task Task
Change Password User

Get Next Task

Task Case Primary Client Task Name Status Priority Due Date
9000054784 MONICA MONDAYA 1092 - Child Support Good Cause Request Parked High 12/20/2007 13:37

The WFMS displays the Task Home page.

15.

Under the Options cluster, click Close Task.

Park Task

Subject

1092 - Child Support Good Cause Request

Forward Task

‘Task ID: 9000054809 Status: Unreserved
Priority: Medium Deadline: 1/4/2008 09:36
Reserved By: Last Assigned: 1/2/2008 09:36
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Review child support good cause request/documentation and make determination

The WFMS displays the Task Home page with the next task.
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3.5.4.23 Medical Assignment Good Cause Response

Step Medical Assignment Good Cause Response
1/ From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
My Tasks
TaskiD | Case Id Document  Subject Status Priority  Due Date
123456790 Birth Rearrange Document: Case: 1234567890; Client.  gpen Low 7/30/2004
U Cenfficate | 123456789012 00:00
The WFMS displays the Task Home.
2. View the Subject and Task Instructions.
Task Instructions: Review the response, enter results on ICES.
3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

4, Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES CASE NUMBER/MMDDYYYY. If an
ICES case does not exist, review Notes in WFMS by clicking Notes from the left Navigation
bar.

NEXT TRAN: CLRC PARMS: 3000337737/07092007_

5. Review the case notes related to the Medical Assignment Good Cause Response.

6. Complete ICES screen AEMMQ using information from the Medical Assignment Good
Cause Response task.

AEMMQ (MA) MEDICAL ASSIGNMENT 07/09/07 15:08
COUNTY: 49 CASE: 3000337935 WORKER: T49704 T49704 A TEST/ROGER
LAST ACTIVITY DATE: 05/18/07 STATUS: PENDING

IS ANY MEDICAL ASSISTANCE APPLICANT REFUSING TO ASSIGN
HIS/HER MEDICAL SUPPORT RIGHTS TO THE STATE? Y/N N

IS ANY MEDICAL ASSISTANCE APPLICANT/RECIPIENT FAILING
TO COOPERATE WITH HIS/HER MEDICAL ASSIGNMENT? Y/N N

04 HOMER § 05 MARGE S
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Step

Medical Assignment Good Cause Response

If any changes have been made in ICES, run AEABC in ICES, reviewing all Assistance
Group, Non-Financial, Resource and Financial Summary Screens for accuracy. If no
changes have been made in ICES as a result of the Medical Assignment Good Cause
Response, skip to Step 8.

In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

Enter case notes regarding any action taken as a result of the Medical Assignment Good
Cause Response (following guidelines for entering information into CLRC. Refer to Section
4.4, Documentation Guidelines <insert hyperlink>.

Click Data Collection Checklist from the left Navigation bar.

o
{@ Family and Social
“yee Scrvices Administration

L €
MONICA MONDAYA - 3000384556

© The oldest checklist is being displayed

Read Previous Checklist Read Current Checklist Create Checklist

| bt Caliaetion ERBEE| | C1cciaist Detoils
-

el Type: Data Collection Checklist Status: In Progress
O Checklist: 1 of 1 In Progress/Completed: 1 (1)/0

Application/Redetermination Data Collection Checklist for:
i Category Sequence Payee Status
[0 Foodstamps 01 Pending
Complete N/A Checklist Item
] | Application data and any default values reconciled/updated in ICES

0000000

O

O00O0O0

| Required Data Broker request submitted for designated program types
] | Data Collection interview completed (FS, TANF, Adult Medicaid only as appropriate)

] Check Complete or N/A for all items each time Checklist is completed, unless Overriding Checklist

Data Broker information reconciled (N/A if Required Data Broker item is N/A)
For Adult cases, if asset trust present, Asset Trust task initiated

For Disability cases, Social Summary completed (Form 2518)

Asset Trust Review completed (N/A if Asset Trust checklist item is N/A)

Search performed for all outstanding tasks and completed as appropriate

HEEEO

Search completed for all outstanding verifications and information processed for any verifications found

og

Required verifications evaluated for completeness for AGs ready for State review and eligibility
Case recording entered in ICES for data collection activities completed
F FIAT Authorization Needed

The WFMS displays the Data Collection Checklist page.

EEEEEE A

10.

Review the check list to determine which check list items have not been marked as
Complete. Determine if the application processing can be completed or if information
remains outstanding.

11.

For those items not yet marked as Complete, attempt to resolve and/or complete unless the
tasks are assigned to another workgroup.

If unable to resolve and/or complete the necessary check list item, refer to Section 3.5.5,
Initiate Tasks <insert hyperlink> to generate a task for the appropriate workgroup for
completion of the check list item (if necessary).
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Step Medical Assignment Good Cause Response

12. If able to resolve an item(s) not marked as Complete, mark the box Complete for the item(s)
resolved.

13. Click Home in the upper right corner.
The WFMS displays the User Home page.

14, Click the Task ID for the Medical Assignment Good Cause Response task with a Reserved
Status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.

15. Under the Options cluster, click Close Task.

Task Home ?
owvgrion )}
" Options

- - Close Task Park Task Forward Task
1

The WFMS displays the Task Home page with the next task.
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3.5.,5 Initiate Tasks

While performing application and case processing tasks, if a task needs to be created for

another worker to complete an activity on the application or case, it is necessary to initiate a
task.

3.5.5.1 Initiate Rescan Request Task

Document Name: Application for Assistance (Converted)

Document Type: Application and Redetermination Forms

Client/Case Name: Forrest Gump File Date: 12/11/2007
Receipt Date: 12/11/2007 Scan Date: 12/11/2007
Delivery Method: Scan Status: Reviewed
Language: English Rescan Requested?: No
Rearrange Requested?: No Best Available Image?: No

Comments:

(_Edit__) [ Delink | [ Close ]

The WFMS generates a Rescan Request task to the Document Center.

Step Initiate Rescan Request Task
1. | From the View Document Details page, under the Options cluster, click Rescan.
:"~ &~ = O
View Document Details Forrest Gump - 9000032268 [(Help ]
|
Details

Document Commenis
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3.55.2 Image Rescan is lllegible

If an image of a document that is necessary for application/case processing has been
rescanned, but is still illegible, it may be necessary to generate correspondence requesting the
document be resubmitted.

Step Image Rescan is lllegible

1. If an image rescan is illegible, determine if the case can be processed without re-requesting
the illegible documentation. If unable to continue application processing, refer to Section
3.11.4, Sending Notices <insert hyperlink> to generate an FI 2032 Pending Verifications for
Applicants/Recipients.

3.5.5.3 Initiate Rearrange Document Task

Step Initiate Rearrange Document Task

1. From the View Document Details page, under the Options cluster, click Rearrange.

Rearrange Rescan

Emmm

Document Name: Application for Assistance (Converted)

Document Type: Application and Redetermination Forms

Client/Case Name: Forrest Gump File Date: 12/11/2007
Receipt Date: 12/11/2007 Scan Date: 12/11/2007
Delivery Method: Scan Status: Reviewed
Language: English Rescan Requested?: No

Rearrange Requested?: No Best Available Image?: No

Document Comments

Comments:

Edit De-link Close

The WFMS displays the Task Description page.

2. Enter specific instructions in the Task Description box, describing what pages need to be
rearranged.

Task Description: ‘Page& 3 and 4 are out of order.

Canest
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Step Initiate Rearrange Document Task
3. Once all instructions have been entered, click Submit.
Task Description: ‘Pages 3 and 4 are out of order.
The WFMS generates a Rearrange Document task for the Non-Indexed Documents queue
and displays the View Document Details page. Click Close.
ial = .9/
| view Document Details Forrest Gump - 9000032268 @
options |
Rearrange Rescan
[recentiems — eoetens |
Document Name: Application for Assistance (Converted)
Document Type: Application and Redetermination Forms
Client/Case Name: Forrest Gump File Date: 12/11/2007
Receipt Date: 12/11/2007 Scan Date: 12/11/2007
Delivery Method: Scan Status: Reviewed
Language: English Rescan Requested?: No
Rearrange Requested?: No Best Available Image?: No
Comments:
(Edit_ ) (petink ([ close ]]
The WFMS displays the Documents page.
3.5.5.4 Initiate Out-of-State Inquiry Request Task
Step Initiate Out-of-State Inquiry Request Task
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Step

Initiate Out-of-State Inquiry Request Task

From the Application or Case Home page, click Tasks from the left Navigation bar.

; V.- B z
o - T 0
e,
A
navigation Tasks: Forrest Gump - 9000032268
= Create Task
Task ID Document Subject Priority Reserved By Deadling
O Members 9000050691 1001 - New Application ready for Initial Review - Food High 12/14/2007 09:54

O Review Application Stamps,Health Coverage.
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income

O Other Income

QO Expenses

O Notes

O Correspondence

O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks Home page.

Click Create Task.

navigation

- O Ho

Task ID Subject
1001 - New Application ready for Initial Review - Food
Stamps,Health Coverage.

Reserved By
High 12/14/2007 09:54

Deadling

O Members 9000050691
O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income
O Other Income

O Expenses
O Notes

O Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.
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Step

Initiate Out-of-State Inquiry Request Task

Click Select next to Out-of-State Inquiry Request.

(o

Help |

recent items

ACS Policy Request
ACS Policy Response

Additional Information Submitted

Administrative Disqualification Hearing

Appeal Request

Appeal withdrawal Request

Asset Trust Review Requested

Asset/Trust Review Completed

Benefit Underissuance or Benefit Recovery Referral
Child Support Good Cause Request
Continuance/Reinstatement of Benefits Needed
Front-end Integrity Review Referral

Front-end Integrity Review Results

Front-end Program Integrity Referral to Compliance Unit
Hoosier Healthwise Redetermination Received
Independ: Resource 1t Req
Independent Self-Sufficiency Account Request
Information Request from External Party

Medical Assignment Good Cause Request

New Application Ready for Initial Review
Out-of-State Inquiry Request ]

Out-of-State Inquiry Results

POWER Account Payment Status Received
Phone Interview Pending

Potentially Duplicate Application/Redetermination
Process MA B/D Application

Process MA D Application - Accelerated

Reinstate Benefits

The WFMS generates an Out-of-State Inquiry Request task for the Inquiries queue and

displays the Tasks page.

3.5.5.5

Initiate Potentially Duplicate Application/Re-determination Task

Step

Initiate Potentially Duplicate Application/Re-determination Task

1.

From the Application or Case Home page, click Tasks from the left Navigation bar.

(o

navigation 3 Tasks: Forrest Gump - 9000032268 Help |

Create Task

iDrcuments Task ID Document

O Members 9000050691
O Review Application
Checklist
O Authorized
Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income

O other Income

O Expenses

O Notes

O Correspondence

O Tasks

QO Case Clues

O Related Cases

O Health Screening
Questionnaires

Subject Priori Reserved By Deadline
1001 - New Application ready for Initial Review - Food . .
Stamps,Health Coverage. Fegty SRl i

The WFMS displays the Tasks Home page.
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Step

Initiate Potentially Duplicate Application/Re-determination Task

Click Create Task.

Help

Siiliaet Priority. Reserved By Deadiine
1001 - New Application ready for Initial Review - Food High 12/14/2007 09:54

Sl Stamps,Health Coverage.

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income

QO Other Income

O Expenses

O Notes

O Correspondence

O Tasks

O Case Clues

O Related Cases

Q Health Screening
Questionnaires

The WFMS displays the Select Task Type page.

Click Select next to Potentially Duplicate Application/Re-determination.

(o

and :
Administeation a 31‘
Select Task Type Help |

recent items :
Select ACS Policy Response

Select Additional Information Submitted

Select Administrative Disqualification Hearing

Select Appeal Request

Select Appeal Withdrawal Request

Select Asset Trust Review Requested

Select Asset/Trust Review Completed

Select Benefit Underissuance or Benefit Recovery Referral
Select Child Support Good Cause Request

Select Continuance/Reinstatement of Benefits Needed
Select Front-end Integrity Review Referral

Select Front-end Integrity Review Results

Select Front-end Program Integrity Referral to Compliance Unit
Select Hoosier Healthwise Redetermination Received
Select Ind d Resource it

Select Independent Self-Sufficiency Account Request
Select Information Request from External Party
Select Medical Assignment Good Cause Request
Select New Application Ready for Initial Review
Select Qut-of-State Inguiry Request

Select Qut-of-State Inquiry Results

Select POWER Account Payment Status Received
Select Phone Interview Pending

Select Potentially Duplicate Application/Redetermination ]
rocess ication

Select Process MA D Application - Accelerated
Select Reinstate Benefits

The WFMS generates a Potentially Duplicate Application/Re-determination task for the
Applications queue and displays the Tasks page.
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3.5.5.6 Initiate Research Invalid New Application Task

If an application is determined to be invalid according to policy, a task must be sent to a
specialized Eligibility Associate in Workgroup 1 to research the invalid application and make an
attempt to obtain the missing information.

This step links from Step 6 of Section 3.5, Processing an Application W1 Part |, New Application
Ready for Initial Review [Program(s) Applied For] <insert hyperlink>.

Step Initiate Research Invalid New Application Task

1. From the Application Case Home page, click Edit.

)i

amily and Social

Access Application Rescan Application Generate Internal Cover Sheet
Send AR Information to ICES Send AE Information to ICES
Completed AR in ICES Completed AE in ICES
File Date: 12/19/2007 Preferred Language: English
Application Status: Submitted - valid Health Coverage:
ICES Application Number: 0 HIP Plan:
Programs Applied: Food Stamps State Funded or Refugee Assistance:
Currently Recieving Benefits?: ICES Case Number: 0

If yes, whats the Case Number?:

Applying for Yourself: Yes

County Of Residence: Grant

5431 E DIVISION RD 5431 E DIVISION RD
Home Address: LOGANSPORT, Indiana 46947 Mailing Address: LOGANSPORT, Indiana 46947
Grant Grant

How many people live at this address 0
(including yourself}?:

Phone Numbers

Home Phone: Mobile Phone:
Work Phone:

Public Housing and Housing Assistance

Live in public housing:
Receive Section 8 assistance:

The WFMS displays the Modify Application Case page.

2. Under the Program Requested cluster, use the drop down for the Application Status to
change the Application Status from Submitted — Valid to Submitted — Invalid.
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Step

Initiate Research Invalid New Application Task

A
Modify Application Case: ABDUL BAILEY - 9000033286 Help
I~ rocant ams All Programs: . [] Cash: O Food Stamps: Health Coverage: []
Health Coverage: ‘ M
L I
State Funded or Refugee Assistance: ‘ M

Currently recieving Benefits?: If Yes, What is the Case Number?: |

Preferred Language: |English ( Application Status: ‘Submitted - Valid EI
Applying for Yourself:
Participant Home Address

+Street: [5431 E DIVISION RD #Zip: [46947
Apt/Lot: | #County:

4 City: [LOGANSPORT 4 Township:
istate: [mdiana ]

Street/P.0.Box: [5431 E DIVISION RD zip: [46947
AptLot: | County:
City: }LOGANSPORT Township:
State:

How many people live at this address ‘9
(Including yourself)?:

Click Save.

Iministration

Modify Application Case: ABDUL BAILEY - 9000033286

EAte]

Program Requested

O

All Programs: Cash: [ Food Stamps: Health Coverage:

recent items

Health Coverage: ‘ M
T
State Funded or Refugee Assistance: ‘ M
Currently recieving Benefits?: m If Yes, What is the Case Number?: ‘
Preferred Language: Application Status: ‘Submittad - Valid

Applying for Yourself:

+Street: [5431 E DIVISION RD #Zip: [46947
Apt/Lot: | #County:
4 City: |LOGANSPORT +Township:

Street/P.0.Box: (5431 E DIVISION RD zip: [46947
Apt/Lot: | County:
City: LOGANSPORT Township:

How many people live at this address ‘a |
(Including yourself)?:

The WFMS displays the Application Case Home page.

4.

Click Notes from the left navigation.

February 29, 2008 Page 3.5-235 Version 1.4

Indiana Eligibility Modernization Project Volume 4. Service Center Processes and Procedures




Step

Initiate Research Invalid New Application Task

: - oL
5 ?L i
v n
Notes: ABDUL BAILEY - 9000033286
O Documents
O Members (CHew ] .
O Review Application Action Entered By Creation Date Text ‘Sensitivity Priority Sta

Checklist

O Authorized
Representatives

O Member Relationships
O Solicited Documents
Requests

eq
O Absent Parents
O Assets

O Earned Income
O Other Income

O Expenses

'O Notes

O Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Notes page.

Click New.

O Review Application AcTion Entered By Creation Date Text Sensitivity  Priority Status
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents
O Assets

O Earned Income
O Other Income

O Expenses

O Notes

O Correspondence
O Tasks

O Case Clues
O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Create Note page.
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Step

Initiate Research Invalid New Application Task

Enter notes regarding the status of the application and the reason(s) the application is
invalid.

e )
i navigation )_ Create Note: ABDUL BAILEY - 9000033286 Help |

«Priority: #Sensitivity:

| recent items

=z
=]
=
o
4
o
|

Application is invalid due to no program selection. Modified application case status from submitted - valid to
#Text: submitted - invalid and generated a Research Invalid New Application task for the Invalid Applications queue.|

[ save |[Save & New ][ Cancel |

Click Save.

Create Note: ABDUL BAILEY - 9000033286 Heip |

#Priority: *Sensitivity:

nt items

3
=]
-~
o
4
o
x
-

Application is invalid due to no program selection. Modified application case status from submitted - valid to
+Text: submitted - invalid and generated a Research Invalid New Application task for the Invalid Applications queue |

[ save | [fpave & New | [ Cancel |

The WFMS displays the Notes page with the newly added note.

Click Tasks from the left Navigation bar.
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Step

Initiate Research Invalid New Application Task

Tasks: ABDUL BAILEY - 9000033286

Task ID Document Subject Priority Resarved By Deadline

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

O Earned Income
O Other Income
O Expenses

O Notes

Q Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.

Click Create Task.

Priority ~ ReservedBy  Deadline

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

O Earned Income
O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.
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Step Initiate Research Invalid New Application Task

10. Click Select next to Research Invalid New Application.

Select Task Type Help |
Select Task Type

Action Task Type

" select Potentially Duplicate Application/Redetermination
- Select Process MA B/D Application

Select Process MA D Application - Accelerated

Select Reinstate Benefits

Reopen Closed Medicaid Case Under Clevidence
Reported Change

Research Invalid New Application

Resource Assessment Request

Response to Complainant Required

| recent items

The WFMS generates a Research Invalid New Application task for the Invalid Applications
queue and displays the Tasks page.

3.5.5.7 Initiate Front-End Integrity Review Referral Task

Front-End Integrity Review Referrals are created by the worker processing the application due
to various reasons for suspicion of fraud when an application is being processed.

Step Initiate Front-End Integrity Review Referral Task

11 If an ICES case exists, enter case notes into CLRC. If only a WFMS case exists, enter
Notes in WFMS. Enter details why fraud is suspected.

2{ From the Application or Case Home page, click Tasks from the left Navigation bar.

Tasks: ABDUL BAILEY - 9000033286 Help

Create Task

Task ID Document Subject Priority Reserved By Deadline

The WFMS displays the Tasks page.
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Step

Initiate Front-End Integrity Review Referral Task

Click Create Task.

navigation § Tasks: ABDUL BAILEY - 9000033286 IleIE.

Create Task

Task ID Document Subject Priority. Reserved By Deadline

O Review Application
Checklist

O Authorized
Representatives

‘O Member Relationships

O Solicited Documents
Requests

O Absent Parents
O Assets

Q Earned Income
O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

O Case Clues

O Related Cases

'O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.

Click Select next to ‘Front-End Integrity Review Referral.’

navigation

ACS Policy Request
Select ACS Policy Response
Select Additional Information Submitted
Select Administrative Disqualification Hearing
Select Appeal Request
Select Appeal Withdrawal Request
Select Asset Trust Review Requested
Select Asset/Trust Review Completed
Select Benefit Underissuance or Benefit Recovery Referral
Child Support Good Cause Request
Continuance/Reinstatement of Benefits Needed
Front-end Integrity Review Referral
Front-end Integrity Review Results
Select Front-end Program Integrity Referral to Compliance Unit
Select Hoosier Healthwise Redetermination Received
Select Independent Resource Assessment Request
Select Independent Self-Sufficiency Account Request
Select Information Request from External Party
Select Medical Assignment Good Cause Request
Select Out-of-State Inquiry Request
Select Out-of-State Inquiry Results
Select POWER Account Payment Status Received
Select Phone Interview Pending
Select Process MA B/D Application

The WFMS generates a Front-End Integrity Review Referral for the Front End Program
Integrity queue and displays the Tasks page.

recent items

Continue processing the application.
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3.5.5.8 Initiate Suspected Fraud Referral Task

Step Initiate Suspected Fraud Referral Task

: 5 nd S :ﬂ-‘

Task ID Document Subject
O Review Application

Checklist
O Authorized

Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

O Earned Income
O Other Income
O Expenses

O Notes

Q Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.

1. From the Application or Case Home page, click Tasks from the left Navigation bar.

2. Click Create Task.

O Documents

O Members

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

O Earned Income
O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

O case cClues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.
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Step Initiate Suspected Fraud Referral Task

3. Click Select next to ‘Suspected Fraud Referral.’

S| Select Task Type Felp |

Select Task Type

Action Task Type

Select ACS Policy Request

Select ACS Policy Response

Select Additional Information Submitted

Select Administrative Disqualification Hearing

Select Asset/Trust Review Completed

Select Asset Trust Review Requested

Select Child Support Good Cause Request
Select Response to Reguest for Additional Information

| Select Suspected Fraud Referral I

Select Appeal Request

Select Appeal Withdrawal Request

Select Service Center Complaint

Select Reported Change

Select User Defined

The WFMS generates a Suspected Fraud Referral task for the Benefit Recovery queue and
displays the Tasks page.

3.5.5.9 Initiate Asset/Trust Review Requested Task

Step Initiate Asset/Trust Review Requested Task
1. From the Application or Case Home page, click Tasks from the left Navigation bar.
| Tasks: ABDUL BAILEY - 9000033286 [welp |
Task ID Document Subject Priority Reserved By Deadline

Representatives

‘O Member Relationships

O Solicited Documents
Reql

O Absent Parents

O Assets

O Earned Income

O Other Income

O Expenses

O Notes

O Correspondence

0 Tasks
O Case Clues
O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.
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Step

Initiate Asset/Trust Review Requested Task

Click Create Task.

navigation - | Tasks: ABDUL BAILEY - 9000033286 IleIE.

Subject Priority. Reserved By Deadline

O Review Application
Checklist

O Authorized
Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents
O Assets

Q Earned Income
O Other Income

O Expenses

O Notes

O Correspondence
O Tasks

O Case Clues

O Related Cases

'O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.

Click Select next to ‘Asset/Trust Review Requested.’

Select Task Type @
Select Task Type
Action Task Type
Select ACS Policy Request
Select ACS Policy Response
Select Additional Information Submitted
Select Administrative Disqualification Hearing
Asset/Trust Review Completed
Asset Trust Review Requested ]
Child Support Good Cause Request
Response to Request for Additional Information
Suspected Fraud Referral
Appeal Request
Appeal Withdrawal Request
Service Center Complaint
Reported Change
User Defined

The WFMS generates an Asset/Trust Review Requested task for the Asset/Trust queue and
displays the Tasks page.
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3.5.5.10 Initiate Benefit Underissuance or Benefit Recovery Referral Task
Step Initiate Benefit Underissuance or Benefit Recovery Referral Task
1.

Y-B=

Tasks: ABDUL BAILEY - 9000033286

= Create Task
Task ID Document Subject
O Members
O Review Application
Checklist
O Authorized
Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

Q Earned Income
O Other Income
O Expenses

O Notes

O Correspondence
0 Tasks

O Case Cliies

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.

From the Application or Case Home page, click Tasks from the left Navigation bar.

Priority Reserved By Deadline

Click Create Task.

Document Subject

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

Q Earned Income
O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.

Priority Reserved By Deadline
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Step Initiate Benefit Underissuance or Benefit Recovery Referral Task

3. Click Select next to ‘Benefit Underissuance’ or ‘Benefit Recovery Referral.’

S Select Task Type
Select Task Type

Cancel

Action Task Type
Select ACS Policy Request
| Select ACS Policy Response
Select Additional Information Submitted
Select Administrative Disqualification Hearing
Select Appeal Request
Select Appeal Withdrawal Request
Select Asset Trust Review Requested
Select Asset/Trust Review Completed
I Select Benefit Underissuance or Benefit Recovery Referral I
Select Child Support Good Cause Request
Select Continuance/Reinstatement of Benefits Needed
Select Front-end Integrity Review Referral
Select Front-end Integrity Review Results
Select Front-end Program Integrity Referral to Compliance Unit
Select Hoosier Healthwise Redetermination Received
Select Independent Resource Assessment Request
Select Independent Self-Sufficiency Account Request
Select Information Request from External Party
Select Medical Assignment Good Cause Request

| Heip

§ recentitems

The WFMS generates a Benefit Underissuance or Benefit Recovery Referral task for the
Benefit Recovery queue and displays the Tasks page.

3.5.56.11 Initiate Process MA B/D Application Task

Before generating a Process MA B/D Application task to the FSSA Medicaid MRT queue, be
sure all required documentation is indexed to the case. Review the documents indexed to the
case for completion. If not already indexed to the case, attach the Request for Action to
Medicaid Medical Review Team, Medicaid Disability (Thornton) Checklist, and OMPP 251B.
Complete ICES screens AEMDT and AEWPR.

Step Initiate Process MA B/D Application Task
1} From the Case Home page, click Tasks from the left Navigation bar.
Tasks: ABDUL BAILEY - 9000033286 [Help ]
Task ID Document Subject Priority Reserved By Deadline
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Step

Initiate Process MA B/D Application Task

The WFMS displays the Tasks page.

Click Create Task.

Tasks: ABDUL BAILEY - 9000033286 [Heip ]
(st )
||| Task D Document Subject Priority. Reserved By Deadline
‘O Review Application
Checklist
O Authorized
Representatives
‘O Member Relationships
O Solicited Documents
Requests
O Absent Parents
O Assets
Q Earned Income
O Other Income
O Expenses
O Notes
O Correspondence
O Tasks
O Case Clues
O Related Cases
'O Health Screening
Questionnaires
The WFMS displays the Select Task Type page.
3. Click Select next to ‘Process MA B/D Application.’
F i = <M g o sz
X
Select Task Type
Select Task Type
Action Task Type
e Select ACS Policy Request
Select ACS Policy Response
Select Additional Information Submitted
Select Administrative Disqualification Hearing
Select Appeal Request
Select Appeal Withdrawal Request
Select Asset Trust Review Requested
Select Asset/Trust Review Completed
Select Benefit Underissuance or Benefit Recovery Referral
Select Child Support Good Cause Request
Select Continuance/Reinstatement of Benefits Needed
Select Front-end Integrity Review Referral
Select Front-end Integrity Review Results
Select Front-end Program Integrity Referral to Compliance Unit
Select Hoosier Healthwise Redetermination Received
Select Independent Resource Assessment Request
Select Independent Self-Sufficiency Account Request
Select Information Request from External Party
Select Medical Assignment Good Cause Request
Select OQut-of-State Inquiry Request
Select oOut-of-State Inquiry Results
Select Phone Interview Pending
Process MA B/D Application
Select Process MA D Application - Accelerated
Select Reinstate Benefits
The WFMS generates a Process MA B/D Application task for the appropriate FSSA
Medicaid MRT queue and displays the Tasks page.
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3.5.5.12 Initiate Process MA D Application — Accelerated Task

Step

Initiate Process MA D Application — Accelerated Task

1. From the Case Home page, click Tasks from the left Navigation bar.

Tasks: ABDUL BAILEY - 9000033286

= Create Task
O Documents TaskiD

O Members
O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

Document  Subject Priority

O Absent Parents
O Assets

O Earned Income
O Other Income

O Expenses

O Notes

O Correspendence
O Tasks

O Case Clies

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.

ReservedBy  Deadline

2. Click Create Task.

_ || L Create Task
O Documents TaskD

O Members
O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

Document  Subject Priority

O Absent Parents
O Assets

O Earned Income
O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.

ReservedBy  Deadline
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Step

Initiate Process MA D Application — Accelerated Task

Click Select next to ‘Process MAD Application — Accelerated.’

navigation Select Task Type

Select Administrative Disqualification Hearing

Select Asset/Trust Review Completed

Select Asset Trust Review Requested

Select Child Support Good Cause Request

Select Response to Request for Additional Information
Select Reinstate Benefits

Select Hoosier Healthwise Redetermination Received
Select Front-end Program Integrity Referral to Compliance Unit
Select Front-end Integrity Review Results

Select Spend-down Liability Correction Needed

Select Medical Assignment Good Cause Request
Select Out-of-State Inquiry Results

Select Phone Interview Pending

Select POWER Account Payment Status Received
Select Process MA D Application - Accelerated

Select Process MA B/D Application

Select Resource Assessment Request

Select Response to Complainant Required

Select Unsolicited Document Ready for Review

|

(o

Help

The WFMS generates a Process MA D Application — Accelerated task for the appropriate

FSSA Medicaid MRT queue and displays the Tasks page.

3.5.5.13

Initiate Additional Information Submitted Task

Step

Initiate Additional Information Submitted Task

1.

From the Case Home page, click Tasks from the left Navigation bar.

Tasks: ABDUL BAILEY - 9000033286

Task ID Document Subject
O Members
‘O Review Application
Checklist
O Authorized
Representatives
‘O Member Relationships
O Solicited Documents
Requests
O Absent Parents
O Assets
O Earned Income
O Other Income
O Expenses
O Notes
O Correspondence
0 Tasks
O Case Clues
O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.

Priority.

Reserved By

Deadline

Click Create Task.
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Step

Initiate Additional Information Submitted Task

Help

Document Subject Priori Reserved By Deadline
O Members
O Review Application
Checklist
O Authorized
Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents
O Assets

O Earned Income
'O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

'O case Clues

O Related Cases

‘O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.

Click Select next to ‘Additional Information Submitted.’

-
(o

Select Task Type Help

Select Task Type

Action Task Type

Select ACS Policy Request
i Select ACS Policy Response

Select Additional Information Submitted ]
Administrative Disqualification Hearing
Asset/Trust Review Completed
Asset Trust Review Requested
Child Support Good Cause Request
Response to Request for Additional Information
Reinstate Benefits
Hoosier Healthwise Redetermination Received
Front-end Program Integrity Referral to Compliance Unit
Front-end Integrity Review Results
Spend-down Liability Correction Needed
Medical Assignment Good Cause Request
Qut-of-State Inquiry Results
Phone Interview Pending
POWER Account Payment Status Received
Process MA D Application - Accelerated
Process MA B/D Application
Resource Assessment Request
Response to Complainant Required
Unsolicited Document Ready for Review

The WFMS generates an Additional Information Submitted task for the appropriate FSSA
Medicaid MRT queue and displays the Tasks page.

3.5.5.14

Initiate Child Support Good Cause Request Task

Step

Initiate Child Support Good Cause Request Task
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Step Initiate Child Support Good Cause Request Task

1. From the Application or Case Home page, click Tasks from the left Navigation bar.

Task ID Document Subject

O Review Application
Checldist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income

O Other Income

O Expenses

O Notes

Q Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.

Priority ~ ReservedBy  Deadline

2. Click Create Task.

Tasks: ABDUL BAILEY - 9000033286

= = Create Task
O Members
O Review Application
Checklist
O Authorized
Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income

O Other Income

O Expenses

O Notes

O Correspondence
O Tasks

O case cClues

O Related Cases

O Health Screening
Questionnaires

O B rnis Document Subject

Priority ~ ReservedBy  Deadline

The WFMS displays the Select Task Type page.
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Step

Initiate Child Support Good Cause Request Task

Select
Select
Select
Select
Select
Select

Cancel

Action Task Type

3. Click Select next to ‘Child Support Good Cause Request.’

navigation = Select Task Type
Select Task Type

ACS Policy Request

ACS Policy Response

Additional Information Submitted
Administrative Disqualification Hearing
Asset/Trust Review Completed

Asset Trust Review Requested

Select

Child Support Good Cause Request ]

Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select

Select
Select

displays the Tasks

Response to Request for Additional Information
Reinstate Benefits

Hoosier Healthwise Redetermination Received
Front-end Program Integrity Referral to Compliance Unit
Front-end Integrity Review Results
Spend-down Liability Correction Needed
Medical Assignment Good Cause Request
‘Qut-of-State Inquiry Results

Phone Interview Pending

POWER Account Payment Status Received
Process MA D Application - Accelerated
Process MA B/D Application

Resource Assessment Request

Response to Complainant Required

Unsolicited Document Ready for Review

page.

(o

Help

The WFMS generates a Child Support Good Cause Request for the FSSA TANF queue and
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3.5.5.15

Initiate Medical Assignment Good Cause Request Task

Step

Initiate Medical Assignment Good Cause Request Task

1

) 3 nd S ';H‘ﬁ'-_‘

Task ID Document Subject Priority

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

O Earned Income
O Other Income
O Expenses

O Notes

Q Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.

From the Application or Case Home page, click Tasks from the left Navigation bar.

Click Create Task.

O Documents ey
O Members
O Review Application
Checklist
O Authorized
Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

O Earned Income
O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

O case cClues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.
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Step

Initiate Medical Assignment Good Cause Request Task

Click Select next to ‘Medical Assignment Good Cause Request.’

Help

Select Administrative Disqualification Hearing
Select Asset/Trust Review Completed
Select Asset Trust Review Requested
Select Child Support Good Cause Request
Select Response to Request for Additional Information
Select Reinstate Benefits
Select Hoosier Healthwise Redetermination Received
Select Front-end Program Integrity Referral to Compliance Unit
Select Front-end Integrity Review Results
Select Spend-down Liability Correction Needed
( Select Medical Assignment Good Cause Request I
Select Out-of-State Inquiry Results
Select Phone Interview Pending
Select POWER Account Payment Status Received
Select Process MA D Application - Accelerated
Select Process MA B/D Application
Select Resource Assessment Request
Select Response to Complainant Required
Select Unsolicited Document Ready for Review

The WFMS generates a Medical Assignment Good Cause Request task for the FSSA State
Policy queue and displays the Tasks page.

3.5.5.16

Initiate Systematic Alien Verification Entitlement (SAVE) Request Task

Step

Initiate Systematic Alien Verification Entitlement (SAVE) Request Task

1.

From the Application or Case Home page, click Tasks from the left Navigation bar.

= &8s — o
a b
| Tasks: ABDUL BAILEY - 9000033286 Help
Create Task
Task ID Document Subject Priority Reserved By Deadline

‘O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets

O Earned Income

O Other Income

O Expenses

O Notes

O Correspondence

0 Tasks
O Case Clues
O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.
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Step

Initiate Systematic Alien Verification

Entitlement (SAVE) Request Task

Click Create Task.

navigation Tasks: ABDUL BAILEY - 9000033286

Create Task

Task ID Document Subject

O Review Application
Checklist

O Authorized
Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents
O Assets

Q Earned Income
O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

O Case Clues

O Related Cases

'O Health Screening
Questionnaires

Reserved By Deadline

The WFMS displays the Select Task Type page.

Click Select next to ‘Systematic Alien Verificatio

Select Task Type
Select Task Type

Action Task Type
Response to Complainant Required
Unsolicited Document Ready for Review

n Entitlement (SAVE) Request.’

(o

Help

Systematic Alien Verification Entitlement (SAVE) Request

Independent Self-Sufficiency Account Request
Solicited Document(s) Received

SPR Errors

State Review of HIP Non-qualifying Event
Suspected Fraud Referral to Compliance Unit

Thomton Client Docs Revd

Front-end Program Integrity Referral to Compliance Unit
Front-end Integrity Review Results
Spend-down Liability Correction Needed
Medical Assignment Good Cause Request
Qut-of-State Inguiry Results

Phone Interview Pending

POWER Account Payment Status Received
Process MA D Application - Accelerated
Process MA B/D Application

Resource Assessment Request

Response to Complainant Required
Unsolicited Document Ready for Review

the FSSA State Policy queue.

Thornton Applicant/Client Documents Not Received - Review

for Eligibility

The WFMS generates a Systematic Alien Verification Entitlement (SAVE) Request task for
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3.5.5.17

Initiate Resource Assessment Request Task

Step

Initiate Resource Assessment Request Task

1.

) 3 nd S ';H‘ﬁ'-_‘

Task ID Document Subject Priority

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

O Earned Income
O Other Income
O Expenses

O Notes

Q Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.

From the Application or Case Home page, click Tasks from the left Navigation bar.

Click Create Task.

O Documents ey
O Members
O Review Application
Checklist
O Authorized
Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

O Earned Income
O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

O case cClues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.
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Step Initiate Resource Assessment Request Task

3. Click Select next to ‘Resource Assessment Request.’

)| Action Task Type
Select Response to Complainant Required

Select SPR Errors
Select State Review of HIP Non-qualifying Event
Select Suspected Fraud Referral to Compliance Unit
Select Thornton Applicant/Client Documents Not Received - Review for Eligibility
Select Thornton Client Docs Rovd
Select Front-end Program Integrity Referral to Compliance Unit
Select Front-end Integrity Review Results
Select Spend-down Liability Correction Needed
Select Medical Assignment Good Cause Request
Select Out-of-State Inquiry Results
Select Phone Interview Pending
Select POWER Account Payment Status Received
Select Process MA D Application - Accelerated
Sel Process MA B/D Application
' Sel Resource Assessment Request |
Select Response to Complainant Required
Select Unsolicited Document Ready for Review

The WFMS generates a Resource Assessment Request task for the Asset/Trust queue and
displays the Tasks page.

3.5.5.18 Initiate ACS Policy Request Task

Step Initiate ACS Policy Request Task

1. Refer to Section 3.11.4.12, Creating an Attachment from the File Server <insert hyperlink>
to create the Policy Interpretation Request/Response Form..
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Step Initiate ACS Policy Request Task

2. Complete all required fields on the Policy Interpretation Request/Response Form.
POLICY INTERPRETATION REQUESTRESPONSE

Request Submitted By: |Connie Caseworker
Requestor's Location: 105N Pennsylvania St Marion, IN 46952

Date Submitted: 01/02/2008

WMS App # or ICES Case # Cat./Seq: 3000087910/MAD/01

Request Submitted for following programs:

[| TANF Medicaid: State Funded Program:
| Food Stamps [ Aged, Blind & Disabled I RBA
] Refugee Assistance || Hoosier Healthwise [ ] ARCH

| CSHCS

|| Medicaid Burial

Topic(s):

Briefly describe the topic area or eligibility factor for which the policy interpretation or clarification is
needed (i.e , household composition, shelter costs, medical expenses, income, resources, verification,
etc.).

Situation Description:

Enter a complete description of the case situation that resulted in the need for the policy
interpretation or clarification. Be sure to include all pertinent information, dates or facts that
would be important to the ACS Policy Help Desk or State Policy Assistance Line,

Question(s):
Enter the question(s) for which the requestor needs a response.

Submitter’s Proposed Response:

Enter your proposed response to the question. If, after reviewing the IPPM, Policy
Memorandums or other policy resources, you are unable to determine a proposed, enter “Unable
to develop response”. Include information on what IPPM Sections, Policy Memorandums or
other policy resources were reviewed before submitting the form.l

ACS Policy Help Desk Response:

Responder’s Name:

Date:
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Step

Initiate ACS Policy Request Task

From the Application or Case Home page, click Documents from the left Navigation bar.

pr . i i
b i ok
xd )
AT
Documents: ABDUL BAILEY - 3000376024
[Search Non-Indexed D s | (Attach ]
Action Document Type Document Name Client Receipt Date Status Related Case ID
CF SRS Application and Application for
O Addresses view |Edit d inati Assistance ABDUL BAILEY 1/2/2008 Received 3000376024
©O Phone Numbers Forms Converted
O Pending Verification
Checklist
O Data Collection
Checklist
O Second Party Review
Checklist
O Change Checidist
O Solicited Documents
Requests
O Correspondence
O Notes
O Asset/Trust Review.
O Benefit Recovery
O Tasks
The WFMS displays the Documents page.
4. Click Attach Document.
oy O Ha
e 9,
Y 3’
navigati Documents: ABDUL BAILEY - 3000376024
= [(Search Non-Indexed Documents ]
6 DeentS Action Document Type Document Name Client Receipt Date Status Related Case ID
D ttembors Application and Application for
O Addresses View |Edit Redetermination Assistance ABDUL BAILEY 1/2/2008 Received 3000376024
O Phone Numbers Forms Converted
O Pending Verification
Checklist
O Data Collection
Checklist
O Second Party Review
Checklist
O change Checklist
O Solicited Documents
Requests
O Correspondence
O Notes
O Asset/Trust Review
O Benefit Recovery
O Tasks
The WFMS displays the Create Attachment page.
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Step Initiate ACS Policy Request Task
5. Click Browse to locate the file recently saved to the hard drive.
X vy, °
o= A
8| Create Attachment:
Select file to attach
oetaits |
«Document Type: #Document Name: =N
(_save |[Save & New | Cancel |
The Choose File dialog box opens.
6. Locate the Policy Interpretation Request/Response Form recently saved to the hard drive
and click Open.
§9a °
> A
%. Create Attachment: [welp |
Select file to attach
#File: | Browse...
+Document Type: | Application and Redetermination Forms . Name: %@
[ save ] [Save&New ][ Cancel )
Lok in: [ (7 Desktop Bl ==
o iy c
€]
Desktop
My Documents:
9
My Computer
& i B
Myﬁﬁ:_:xk File name: [Policy Irterpretation Abdul Eailey Casedoc = | Open |
Files of type: Al Fies ) ~| Cancsl
A
The WFEMS displays the Create Attachment page with the File selected to be attached.
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Step Initiate ACS Policy Request Task
7. Select Document Details for the Policy Interpretation Request/Response Form. Document
Type: Policy Support Forms; Document Name: Policy Interpretation Request.
Select file to attach
| «File: |C\Documents and Setting [ Browse.. |
etatte 000000
( +Document Type: |Policy Support Forms s I #Document Name: ==
( save ][ Save & New ][ Cancel )
Select Document Name @ -
Select Document Name
Document Type: ||
Document Name: | |
[ Search ) [ Reset ][ cancel |
Action Document Name
Select Policy Interpretation Request
Select Report Of Food Stamp Abuse/Violations By Retail Food Stores
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Step

Initiate ACS Policy Request Task

Click Save.

Create Attachment: Help

Select file to attach
4 File: C\Documents and Setting|_Browse...

UL BAILEY - = 5
0284799 «Document Type: |Policy Support Forms +#Document Name: Policy Interpretation Request %@

[ save )|Save &New ][ Cancel )

The WFMS displays the Documents page with the newly created attachment.

Documents: ABDUL BAILEY - 3000376024
((Search Non-Indexed Documents | [(Attach Document |
Action Document Type Document Name Client Receipt Date Status Related Case ID
Application and Application for
View | Edit di ion Assistance ABDUL BAILEY 1/2/2008 Received 3000376024
O Phone Numbers Forms Converted
O Pending Verification - Policy Interpretation -
Checklist (VIEW | Edit Policy Support Forms Raskicat ABDUL BAILEY 1/2/2008 Received 3000376024
O Data Collection

Checklist

O Second Party Review
Checklist

O change checklist
O solicited Documents
Requests

O Correspondence

O Notes

O Asset/Trust Review
O Benefit Recovery

O Tasks

Click Tasks from the left Navigation bar.

Tasks: ABDUL BAILEY - 9000033286

Wl Task ID Document Subject Priority. Reserved By Deadline

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents

Q Assets

O Earned Income

O Other Income

O Expenses

O Notes

Q Correspondence
|0 Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.
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Step

Initiate ACS Policy Request Task

10.

Click Create Task.

Help

Task ID Document Subject Priority. Reserved By Deadline
O Review Application
Checldist
O Authorized
Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents.
O Assets

O Earned Income
'O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

'O case Clues

O Related Cases

‘O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.

11.

Click Select next to ACS Policy Request.

Cancel

Action Task T
CSCUnNTIoag = | Select ACS Policy Request I

Select ACS Policy Response
Select Additional Information Submitted

Select Administrative Disqualification Hearing

Select Appeal Request

Select Appeal Withdrawal Request

Select Asset Trust Review Requested

Select Asset/Trust Review Completed

Select Benefit Underissuance or Benefit Recovery Referral
Select Child Support Good Cause Request

Select Continuance/Reinstatement of Benefits Needed

Select Front-end Integrity Review Referral

Select Front-end Integrity Review Results

Select Front-end Program Integrity Referral to Compliance Unit
Select Hoosier Healthwise Redetermination Received

The WFMS generates an ACS Policy Request task for the appropriate Coaches queue
(either Coaches or Coaches — Adult) and displays the Tasks page.

3.5.5.19

Initiate Intent to Cure for <Client Name> <RID> Task

Step

Initiate Intent to Cure for <Client Name> <RID> Task
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Step Initiate Intent to Cure for <Client Name> <RID> Task

1} From the Client Home page, click Tasks from the left Navigation bar.

Help

Task ID Document Name Status Priority Deadline

O Alternate IDs
O Alternate Names
Q Phone Numbers

The WFMS displays the Tasks page.

2. Click New.

O Alternate Names
O Phone Numbers
[ TH

O Tasks

The WFMS displays the Select Task Type page.
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Step Initiate Intent to Cure for <Client Name> <RID> Task

3. Click Select next to ‘Intent to Cure.’

Select Task Type
Select Task Type

Cancel

Action Task Type
Select Help Center Complaint
Select Employment Change
elect IMPACT Pre-certification
Select Sanction Denied

Select User Defined

Cancel

The WFMS generates the Intent to Cure task for the Arbor Area queue and displays the
Tasks page.
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3.5.5.20

Initiate Reported Change Task

Step

Initiate Reported Change Task

1

) 3 nd S ';H‘ﬁ'-_‘

Task ID Document Subject Priority

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

O Earned Income
O Other Income
O Expenses

O Notes

Q Correspondence
O Tasks

O Case Clues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.

From the Application or Case Home page, click Tasks from the left Navigation bar.

Click Create Task.

O Documents ey
O Members
O Review Application
Checklist
O Authorized
Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents
Q Assets

O Earned Income
O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

O case cClues

O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.
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Step Initiate Reported Change Task

3. Click Select next to ‘Reported Change’

Heip

Action Task Type

ACS Policy Request

ACS Policy Response

Additional Information Submitted

Administrative Disqualification Hearing

Reported Change ]
Resource Assessment Request

Response to Complainant Required

Response to Request for Additional Information
Benefit Underissuance or Benefit Recovery Referral
Child Support Good Cause Request
Continuance/Reinstatement of Benefits Needed
Front-end Integrity Review Referral

Front-end Integrity Review Results

Front-end Program Integrity Referral to Compliance Unit
Hoosier Healthwise Redetermination Received
Independs A 1t Request

The WFMS generates the Reported Change task for the appropriate Changes queue (either
Changes or Changes — Adult) and displays the Tasks page.

3.5.56.21 Initiate New Application Ready for Initial Review Task

Step Initiate New Application Ready for Initial Review Task
1} From the Application or Case Home page, click Tasks from the left Navigation bar.
R ——
& )
o | 3
Tasks: ABDUL BAILEY - 9000033286 [welp |
|
| Task ID Document Subject Priority Reserved By Deadline

‘O Member Relationships

O Solicited Documents
Requests

O Absent Parents

Q Asscts

O Earned Income

O Other Income

O Expenses

O Notes

O Correspondence

0 Tasks
O Case Clues
O Related Cases

O Health Screening
Questionnaires

The WFMS displays the Tasks page.
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Step

Initiate New Application Ready for Initial Review Task

Click Create Task.

navigation

Task ID

O Review Application
Checklist

O Authorized
Representatives
O Member Relationships

O Solicited Documents
Requests

O Absent Parents
O Assets

Q Earned Income
O Other Income
O Expenses

O Notes

O Correspondence
O Tasks

O Case Clues

O Related Cases

'O Health Screening
Questionnaires

The WFMS displays the Select Task Type page.

Click Select next to ‘New Application Ready for Initial Review’

Select Task Type

Select Task Type

Action Task Type
Select ACS Policy Request
Select ACS Policy Response
Select Additional Information Submitted
Select Administrative Disqualification Hearing
Select Asset/Trust Review Completed
Select Asset Trust Review Requested
Select Child Support Good Cause Request
Select Response to Request for Additional Information
Select Reinstate Benefits
Select Hoosier Healthwise Redetermination Received
Select Front-end Program Integrity Referral to Compliance Unit
Select Front-end Integrity Review Results
Select Spend-down Liability Correction Needed
Select Medical Assignment Good Cause Request
Select Out-of-State Inquiry Results
Select Phone Interview Pending
Select POWER Account Payment Status Received
Select Process MA D Application - Accelerated
Select Process MA B/D Application
Select Resource Assessment Request
Select Research Invalid New Application
Select Response to Complainant Required
| Select New Application Ready for Initial Review I
Select Unsolicited Document Ready for Review
Select Systematic Alien Verification Entitlement (SAVE) Request

recent items

The WFMS generates the New Application Ready for Initial Review task for the Review
Applications queue and displays the Tasks page.
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3.5.6 Solicited Document(s)

3.5.6.1 Solicited Document(s) Not Received for New Application — Medicaid
Categories: MA C, MA U, MA T, MA O, Aged, Disabled, Blind, QMB, SLMB

Step Solicited Document(s) Not Received for New Application — Medicaid Categories: MA
C,MA U, MA T, MA O, Aged, Disabled, Blind, QMB, SLMB

1} From the User Home page, under the My Tasks cluster, view the Task Name and click the

Task ID.
Case Id Document  Subject Staus Priority ie [ak
123456790  Birth Rearrange Document: Case: 1234567890; Client: Open Low 7130/2004
Cerificate 123456788012 00:00

The WFMS displays the Task Home.

2. View the Primary Action and Task Instructions.
Task Instructions: Enter delay code in ICES on AEFPY and document on CLRC.
3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.
4, Click Documents Solicited from the left Navigation bar.
INSERT GUI
The WFMS displays the Documents Solicited page.
5. Review the Documents Solicited to determine what item(s) is still missing.
6. Refer to Section 3.11.3, Search Instructions <insert hyperlink> to search for solicited

documents in Repository of non-indexed documents.

7. Evaluate the documents in the Search Results to determine if the applicant submitted the
information, but the information has not been indexed to the case.

If the document is found, refer to Section 3.11.5, Processing Solicited Documents <insert
hyperlink> or if the Medicaid Category is MA D, refer to Section 6.4, Thornton-Related
Solicited Documents <insert hyperlink>.

If the document is not found, go to Step 8.

8. Navigate to ICES. Enter TRAN: AEFPY; PARMS: ICES Case Number.
INSERT SCREEN SHOT WITH TRAN & PARMS.
9. Enter the appropriate delay code according to policy. A listing of delay codes can be

accessed by entering TRAN: RFDI; PARMS: TADC.
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Step Solicited Document(s) Not Received for New Application — Medicaid Categories: MA
C,MA U, MA T, MA O, Aged, Disabled, Blind, QMB, SLMB

10. Run AEABC in ICES, reviewing all Assistance Group, Non-Financial, Resource and
Financial Summary Screens for accuracy.

AECES CASE ELIGIBILITY SUMMARY 12/17/07 15:10
COUNTY: 27 CASE: 3000381743  WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 10/15/07  STATUS: PENDING

***NON*** *hAAAAS

AG  AG FINANCIAL ##***RESQURCE®**#** BEN MONTH

*HARE
S CAT SEQ ST PAYEE RSIVQ RSVQ EXCESS RS V Q MONTH BENFT

a ADCR 01 PE S GRANT PDNTII PS € C 11/07 288
aFS Ol PESGRANT PDNITI PS C C 11/07 426
a MACOLPESGRANT PDNIC PS C C 11/07 0

PF22: AECIS
NEXT TRAN: _

11. Determine what action (if any) needs to be taken on the application.
If the application needs to be denied, continue with Step 12.
If the application is still pending verification in accordance with policy, skip to Step 16.

12. Enter TRAN: CLRC; PARMS; ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

Enter case notes in ICES regarding the solicited document(s) not received and any action
taken.

13. Click Data Collection Checklist from the left Navigation bar.

[ Data Collection Checklist ]

The WFMS displays the Data Collection Checklist page.
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Step Solicited Document(s) Not Received for New Application — Medicaid Categories: MA
C,MA U, MA T, MA O, Aged, Disabled, Blind, QMB, SLMB
14. If the solicited documents have not been received and the application is to be denied
according to policy, check the following box:
Override Eligibility Checklist, Reason Required: Check a reason below or enter comments.
[ Applicant failed to complete required interview or return required verification
Enter comments in the comments box.
:I
15. Click Save.
The WFMS displays the Case Home page.
Refer to 4.29 State Review and Eligibility Determination Needed <insert hyperlink> to
confirm whether any additional action is required to send a task to the State.

16. Click Tasks from the left Navigation bar.

O Expenses
The WFMS displays the Tasks page.

17. Click Task ID for the Solicited Document(s) Not Received for New Application — Medicaid
Categories: MA C, MA U, MA T, MA O, Aged, Disabled, Blind, QMB, SLMB with a Reserved
status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.
18. Under the Options cluster, click Close Task.
Task Home ?
Options .
Park Task Forward Task
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3.5.7 Thornton-Related Solicited Documents

3.5.7.1 Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice

Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice
1. From the User Home page, under the My Tasks cluster, view the Subject and click the Task
ID.
My Tasks
Caseld  Document Subiect Stalys  Prority  Due Date
123456790  Birth Rearrange Document: Case: 1234567890; Client: Open Low 7130/2004
Corfficate 123456789012 00:00

The WFMS displays the Task Home.

2. View the Primary Action and Task Instructions.
3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.
4, Click Solicited Documents Requests from the left Navigation bar.
L
L]
[ Solicited Documents ]
Requests

The WFEMS displays the Solicited Documents Requests page.

5. Evaluate the documents in the Solicited Documents Requests list to determine the
information solicited, due date and the applicant/Client for which the information has been
solicited.

Family and Social Services Administration S Home:
Case # - Primary Client Name — Primary Client S5N 2
FrTr— 4 Action Solicited Correspondence  Verification Client Mail Date Due Date Received

b By Name Date
. View | Edit wG2  Medicaid James 04/01/2007  05/01/2007 04/20/2007
. Apps/ Disability Initial Smith
. Redets  Action Notice to
~ Applicant
L

Solicited Documents

Requests
L
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Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice

6. Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

NEXT TRAN: AEMDT___ PARMS: 3000337737

ICES displays screen AEMDT.

7. From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41

7
FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

TIME - 14:39:3] BY - T49
AND INITIAL NOTICE SENT TO APPLICANT ON 06/29/07 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.

8. Review case notes related to MA D/MADW case processing.

9. Click Documents from the left Navigation bar.

-

The WFMS displays the Documents List page.

10. Refer to Section 3.11.3, Search Instructions <insert hyperlink> to search for solicited
documents (FI 2320 — MEDICAID DISABILITY INITIAL NOTICE TO APPLICANT) in
Repository of non-indexed documents.

11. Evaluate the documents in the Search Results to determine if the applicant submitted the
initial exam information, but the information has not been indexed to the case.

If the document(s) is found, index it to the case and See Step 4 of Section 6.4.4: Thornton
Applicant/Client Documents Received <insert hyperlink>.

If the document is not found, go to Step 12.

12. Click Cancel.
The WFMS displays the Documents List page.

13. Click Home from the left Navigation bar.

L

The WFMS displays the Case Home page.
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Step

Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice

14.

e Attempt to contact the applicant via telephone (following business rules in Section 4.9
Protocol for Outbound Calls <insert hyperlink>) to gather the required initial exam
information.

¢ If the applicant indicates he/she has scheduled the required appointment, gather the
initial exam information via telephone and See Step 4 of Section 6.4.4: Thornton
Applicant/Client Documents Received.

e If the applicant indicates he/she has not scheduled the required appointment or both
attempts to contact Client are not successful, go to Step 15.

15.

Refer to Section 3.11.4, Sending Notices <insert hyperlink> to send FI 2321 — MEDICAID
DISABILITY FOLLOW-UP ACTION NOTICE TO APPLICANT WITH BOX #1 CHECKED (10
DAY DEADLINE).

16.

From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

B T49
07 FOR MA D APPT INFO

ME - 14:3

ICES displays CLSC — AEMDT Screen Level Comments.

17.

Enter case notes detailing the outcome of telephone contact (all attempts made, phone
number(s) attempted, etc.), information obtained, and correspondence sent. Refer to
Section 4.4, Documentation Guidelines <insert hyperlink>.

18.

Click Documents from the left Navigation bar.
The WFMS displays the Documents page.

19.

Review the documents indexed to the case to determine if the Medicaid Disability (Thornton)
Checklist is already indexed to the case. If the Medicaid Disability (Thornton) Checklist is not
yet indexed to the case, refer to Section 3.11.4.5, Sending Notices <insert hyperlink> to
complete the Medicaid Disability (Thornton) Checklist and attach it as a document to the
case. Document Type: Medical Documentation; Document Name: Disability Documentation.
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Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice
20. Under the Exam Required cluster, mark the box next to Applicant did not respond to
2032/2320. 2321 sent to applicant and any representative with 10-day deadline and
attempted phone contact with applicant and representative.
Medicaid Disability (Thornton) Checklist
+ 0] w
Applicant: First Name Last Name Case Number | Category | Sequence
Medicaid Disability 3000347793 MAD 01
N/
Complete A Checklist Item
Individual states diagnosis meeting accelerated processing criteria
[ [l | Documnentation of applicant's diagnosis received (signed by physician/board certified psychologist).
o [ O Applicantrepresentative cannot immediately provide documentation of diagnosis. Diagnosis Cerification Form faxed
to applicant’s provider.
Medical Exam/Records Available Within 3 months of Application Date (if this section does not apply, complete next section)
O | 2322 to provider with 20-day deadline. AEMDT updated for Application/Add-Frogram.
O | O | Records not received. Second 2323 to provider with another 20-day deadline, copy to applicant and representative.
Records not received by 2™ 20-day deadline. 1) Intent to provide confirmed. 2323 to provider with 2™ 20-day
O O deadline, copy to applicant and any representative. 2) Provider will not provide records, Partial Record procedure
initiated.
O | O | Records notreceived after 2™ 2323, 2324 to applicant and representative with 10-day deadline
O _ O | Mo response to 2324. AG to State for review and eligibility.
O O Medical records received: must be within 12 months and signed by physidan or board certified psychologist
{continue to MRT section of checklist)
Exam Required (Medical Records NOT Within 3 months of Application Date} (must be completed if previous section is not completed)
= 2032 and 2320 (#1 checked) to applicant and any representative with 30-day deadline from mail date. AEMDT
| updated for Application/Add-Program.
Appointment date received from ApplicantRepresentative by 30-day deadline. Medical packet (2514, 251, 3512,
| O 2322) to provider. Orto applicant and any representative IF they agree to take medical packet to provider. AEMDT
updated for Application/Add-Frogram.
= O Applicant did not respond to 2032/2320. 2321 sent to applicant and any representative with 10-day deadline and
atternpted phone contact with applicant and representative.
O O Applicant/Representative responds by 10-day deadline, does not have appointment but intends to comply. Second
| | 2321 sent with 10-day deadline.
O O | Mo response to 2321. AG to State for review and eligibility.
O O Medical records received: must be within 12 months and signed by physidan or board certified psychologist
{continue to MRT section of checklist)
21. Click Tasks from the left Navigation bar.
)
The WFMS displays the Tasks page.
22. Click Task ID for the Thornton Applicant/Client Documents Not Received for New MA D or
MADW Application/Progress Report — First Notice with a Reserved status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.
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Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice
23. Under the Options cluster, click Close Task.
Task Home ?
: Tﬂm Park Task Forward Task
3.5.7.2 Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice
Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

1. From the User Home page, under the My Tasks cluster, view the Subject and click the Task

ID.

Caseld  Document  Subject Stals Priotity  Due Date

4 Rea Docu t: Case: 1234567690, Client:
204 123456750 %ﬁ ¥ i ;?an?ga!smz ment. Case: L Open Low EB?::gJDQ{HM

The WFMS displays the Task Home.
2. View the Primary Action and Task Instructions.
3. Under the Supporting Information cluster, click Case Home page.

The WFMS displays the Case Home page.
4, Click Solicited Documents Requests from the left Navigation bar.

The WFMS displays the Solicited Documents Requests page.
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Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

5. Evaluate the documents in the Solicited Documents Requests list to determine the
information solicited, due date and the applicant/Client for which the information has been
solicited.

Family and Social Services Administration ~
Case # - Primary Client Name — Primary Client S5N 2
m Action Solicited Correspondence  Verification Client Mail Date Due Date Received
z By Name Date
. View | Edit wWG2 Medicaid James 04/01/2007  05/01/2007 04/20/2007
. Apps/ Disability |nitial Smith
o Redets  Action Notice to
~ Applicant
Solicited Documents
Requests
6. Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.
NEXT TRAN: AEMDT PARMS: 3000337737
ICES displays screen AEMDT.
7. From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL LOMMENTS 07/30/07 14:41
PAGE l OF 1 FOP RELIPIENT ID 724999 T49704 A TEST/RO
- - : BY - T49
)7 FOR MA D APPT INFO
ICES dlsplays CLSC AEMDT Screen Level Comments.
8. Review case notes related to the MA D/MADW processing to determine if the
applicant/Client has responded indicating he/she intends to make an appointment.
If the applicant/Client has not responded, go to Step 9.
If the applicant/Client has responded indicating he/she intends to make an appointment,
refer to Section 3.11.4, Sending Notices <insert hyperlink> to send 2" FoIIow—up Action
Notice to applicant (10 Day Deadline).
9. Click Documents from the left Navigation bar.
L]
L ]
The WFMS displays the Documents List page.

10. Refer to Section 3.11.3, Search Instructions <insert hyperlink> to search for solicited
documents (FI 2321 — MEDICAID DISABILITY FOLLOW-UP NOTICE TO APPLICANT) in
Repository of non-indexed documents.

February 29, 2008 Page 3.5-276 Version 1.4

Indiana Eligibility Modernization Project Volume 4. Service Center Processes and Procedures




Step

Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

11.

Evaluate the documents in the Search Results to determine if the applicant submitted the
initial exam information, but the information has not been indexed to the application.

If the document is found, index it to the case and refer to Step 4 of Section 3.5.6.4.2,
Thornton Applicant/Client Document Received <insert hyperlink>.

If the document is not found, go to Step 12.

12.

From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 1 OF 1  FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
7 TIME - 14:39:31 BY - T49
I

DATE - 07
07 FOR MA D APPT INFO

13.

Enter case notes regarding the MA D/MADW application processing and any actions taken.
Refer to Section 4.4, Documentation Guidelines <insert hyperlink>.

14.

Click Documents from the left Navigation bar.
The WFMS displays the Documents page.

15.

Review the documents indexed to the case to determine if the Medicaid Disability (Thornton)
Checklist is already indexed to the case. If the Medicaid Disability (Thornton) Checklist is not
yet indexed to the case, refer to Section 3.11.4.5, Sending Notices <insert hyperlink> to
complete the Medicaid Disability (Thornton) Checklist and attach it as a document to the
case. Document Type: Medical Documentation; Document Name: Disability Documentation.
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Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice
16. Under the Exam Required cluster, mark the box next to No response to 2321. AG to State
for review and eligibility.
Medicaid Disability (Thornton) Checklist
'i. 0 0
Applicant: First Name Last Name Case Number | Category Sequence
Medicaid Disability 3000347793 MAD 01
N/
Complete A Checklist ltem
Individual states diagnosis meeting accelerated processing criteria
[l [l | Documentation of applicant's diagnosis received (signed by physician/board certified psychologist).
O O Applicantrepresentative cannot immediately provide documentation of diagnosis. Diagnosis Certification Form faxed
to applicant's provider.
Medical Exam/Records Available Within 3 months of Application Date (if this section does not apply, complete next section)
O 2322 to provider with 20-day deadline. AEMDT updated for Application/&dd-Program.
El O | Records not received. Second 2323 to provider with another 20-day deadline, copy to applicant and representative.
Records not received by 2™ 20-day deadline. 1) Intent to provide confimned. 2323 to provider with 2™ 20-day
O O | deadine, copy to applicant and any representative. 2) Provider will not provide records, Partial Record procedure
initiated.
El O | Records not received after 2™ 2323. 2324 to applicant and representative with 10-day deadline
O O | Moresponseto 2324. AG to State for review and eligibility.
O O Medical records received: must be within 12 months and signed by physidan or board ceriified psychologist
(continue to MRT section of checklist)
Exam Required (Medical Records NOT Within 3 months of Application Date) (must be completed if previous section is not completed)
= 2032 and 2320 (#1 checked) to applicant and any representative with 30-day deadline from mail date. AEMDT
| updated for Application/Add-Program. )
Appointment date received from ApplicantRepresentative by 30-day deadline. Medical packet (251A, 251, 3512,
O O 2322) to provider. Orto applicant and any representative IF they agree to take medical packet to provider. AEMDT
updated for Application/Add-Frogram.
= O Applicant did not respond to 2032/2320. 2321 sent to applicant and any representative with 10-day deadline and
| atternpted phone contact with applicant and representative.
O O ApplicantRepresentative responds by 10-day deadline, does not have appointment but intends to comply. Second
2321 sent with 10-dav deadline
[ | O | o response to 2321, AG to State for review and eligibility.]
O O Medical records received: must be within 12 months and signed by physician or board cerified psychologist
(continue to MRT section of checklist)
17. Click Data Collection Checklist from the left Navigation bar.
-
Data Collection Checklist
-
The WFEMS displays the Data Collection Checklist.
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Step Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice
18. Under the Application/Re-determination Data Collection Checklist for: cluster, select the
appropriate Assistance Group.
Jata Collection Checklist James Smith - 60000001 i
. Read Previous Checklist Read Current Checklist Create Checklist
O A Ss R
;
B Type: Data Collection Checklist Status: In Progress
-
. Application/Redetermination Data Collection Checklist for:
: - Lateqroy I~ B, Siob .o
= l I_ Medicaid for the Aged 1G] John Smith Pending ]
" ] Food Stamps o1 James Smith Pending
Data Collection
Checklist I_ Hoosier Healthwise for Children under Age One 01 John Smith Pending
. l_ TANF based on Absence of Parent 01 James Smith Pending
Under the Override Data Collection Checklist cluster, mark the box next to Applicant failed to
complete required interview or return required verification.
Reaszon Reguired: Check a reason below or enter comments
( | | Applicant failed to complete required interview or return required verification ]
| ] Applicant has withdrawn application or documentation indicates ineligibility
Enter comments describing the reason for overriding the checklist in relation to MA
D/MADW application processing.
James Smith failed to respond to Fl 2321 - Follow up Notice to Applicant. ﬂ
[
19. Click Save.
The WFMS saves the checklist and generates a State Review and Eligibility Determination
task to the appropriate State worker.
Refer to 4.29 State Review and Eligibility Determination Needed <insert hyperlink> to
confirm whether additional action is required to send a task to the State.
20. Click Tasks from the left Navigation bar.
O Expense
L) "'._
The WFMS displays the Tasks page.
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Step

Thornton Applicant/Client Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

21.

Click Task ID for the Thornton Applicant/Client Documents Not Received for New MA D or
MADW Application/Progress Report — Second Notice with a Reserved status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.

22.

Under the Options cluster, click Close Task.

Family and Social Services Administration °
Task Home ?
E — Options

Task Home
Close Task Park Task Forward Task

3.5.7.21 Thornton Applicant/Client Documents

Not Received — Review for Multiple Providers

Step Thornton Applicant/Client Documents Not Received — Review for Multiple Providers
1. From the User Home page, under the My Tasks cluster, view the Subject and click the Task
ID.
My Tasks
Caseld  Document Subiect Stalys  Prority  Due Date
123456790 Birth Rearrange Document: Case: 1234567890; Client:  opan Low TI30/2004
S omicate 123456789012 00:00
The WFMS displays the Task Home.
2. View the Primary Action and Task Instructions.
Task Instructions: Review to determine if multiple providers are involved. If yes and partial
records exist, forward to MRT with explanation. If only one provider or no information was
received at all, generate a user task to State to review for eligibility (denial).
3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.
4, Refer to Section 3.11.3, Search Instruction <insert hyperlink> to search for solicited
documents in Repository of non-indexed documents.
5. Evaluate the documents in the Search Results to determine if the applicant submitted the
information, but the information has not been indexed to the case.
If the document(s) is found, index it to the case and refer to Step 4 of Section 3.5.6.4.2,
Thornton Applicant/Client Document Received <insert hyperlink>.
If the document is not found, go to Step 6.
6. Click Cancel.
The WFMS displays the Documents List page.
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Step

Thornton Applicant/Client Documents Not Received — Review for Multiple Providers

Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

NEXT TRAN: AEMDT___ PARMS: 3000337737

ICES displays screen AEMDT.

From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

E - 14 e 1 £ BY - T49
AL NOTICE SENT TO APPLICANT ON 06, )7 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.

Review case notes related to the MA D/MADW processing to determine if the
applicant/Client has indicated more than one provider.

10.

Click Solicited Documents Requests from the left Navigation bar.

Solicited Documents
uests

The WFMS displays the Solicited Documents Requests page.

11.

Evaluate the documents in the Solicited Documents Requests list to determine if requests
have been made to an additional provider(s).

Family and Social Services Administration ~

Case # - Primary Client Name — Primary Client 35N 2

[ navigation )

Action Solicited Correspondence  Verification Client MailDate DueDate — Received
Bv Name Date
View | Edit wG2 Medicaid James 04/01/2007 05/01/2007 04/20/2007
Apps/ Disability Initial Smith
Redets  Action Notice to
Applicant

OO0 0000

Solicited Documents
Requests

@

12.

Click Documents from the left Navigation bar.

L]

-

The WFMS displays the Documents List page.
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Step Thornton Applicant/Client Documents Not Received — Review for Multiple Providers
13. Review the documents indexed to the case to determine if the applicant/Client has more
than one provider and partial medical records have been received.
If partial medical records have been received, refer to Step 4 of Section 3.5.6.4.6, Thornton
Provider Documents Received <insert hyperlink>.
If no medical records have been received, go to Step 14.
14. From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
‘07 TIME - 14:39:31 BY - T49
32 AND I DTICE SENT TO APPLICANT ON 06/ )7 FOR MA D APPT INFO
E 07/30/07
ICES displays CLSC — AEMDT Screen Level Comments.
15. Enter case notes regarding the MA D/MADW application processing and any actions taken.
Refer to Section 4.4, Documentation Guidelines <insert hyperlink>.
16. Click Data Collection Checklist from the left Navigation bar.
[ ]
([ Data Collection Checklist )
[ ]
The WFMS displays the Data Collection Checklist page.
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Step Thornton Applicant/Client Documents Not Received — Review for Multiple Providers

17. Under the Application/Re-determination Data Collection Checklist for: cluster, select the
Appropriate Assistance Group.
Jata Collection Checklist James Smith - 60000001 ‘5
m Read Previous Checklist Read Current Checklist Create Checklist
— e
s Checklist Details
B Type: Data Collection Checklist Status: In Progress
-
. Application/Redetermination Data Collection Checklist for:
: i Laisnroy =3 R, Siabe
= l I_ Medicaid for the Aged 1G] John Smith Pending ]
) ] Food Stamps o1 James Smith Pending
Data Collection
Checklist I_ Hoosier Healthwise for Children under Age One 01 John Smith Pending
) I_ TANF based on Absence of Parent 01 James Smith Pending

Under the Override Data Collection Checklist cluster, mark the box next to Applicant failed to
complete required interview or return required verification.

Ovemride Checklist

Reason Reguired: Check a reason below or enter comments

( | | Applicant failed to complete required interview or return required verification ]

| ] Applicant has withdrawn application or documentation indicates ineligibility

Enter comments describing the MA D/MADW application processing.

&
¥l
Save | | Cancel |

Refer to 4.29 State Review and Eligibility Determination Needed <insert hyperlink> to
confirm whether any additional action is required to send a task to the State.

18. Click Tasks from the left Navigation bar.

The WFMS displays the Tasks page.

19. Click Task ID for the Thornton Applicant/Client Documents Not Received — Review for
Multiple Providers with a Reserved status.

INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.
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Step Thornton Applicant/Client Documents Not Received — Review for Multiple Providers
20. Under the Options cluster, click Close Task.
Family and Social Services Administration [Ftiome
Task Home ?
[ novigation )
Options
Task Home i il
3.5.7.2.2 Thornton Applicant/Client Documents
Received
Step Thornton Applicant/Client Documents Received
1. From the User Home page, under the My Tasks cluster, view the Subject and click the Task
ID.
My Tasks
Case Id Document  Subject Status Briority  Duse Date
123456790 Birth Rearrange Document: Case: 1234567890; Client:  opan Low TI30/2004
U Cofificate | 123456789012 00:00
The WFMS displays the Task Home.
2. View the Primary Action and Task Instructions.
Task Instructions: Review and process documents. If partial records received, forward to
MRT with explanation. If complete documents received, initiate request for provider records.
3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.
4, Click Solicited Documents Requests from the left Navigation bar.
L
L]
Solicited Documents
Requests
L]
The WFMS displays the Solicited Documents Requests page.
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Step Thornton Applicant/Client Documents Received

5. Evaluate the documents in the Documents Solicited list to determine the information
solicited, received date and the applicant/Client for which the information has been received.

Solicited Documents Reguesis Case # - Primary Client Name — Primary Client S5N

. i T 1o — o
Action. gvnnmnmmmm Verification Client MailDate  Due Date ﬁl&i

View | Edit wG2 Medicaid James 04/01/2007 05/01/2007 04/20/2007
Apps/ Disability Initial Smith
Redets  Action Notice to
Applicant

The WFMS displays the Documents List page.

7. Click View next to the Thornton Applicant/Client Documents Received — either the FI 2320 —
Initial Notice to Applicant or the FI 2321 — Follow-up Notice to Applicant.

INSERT SCREEN SHOT.
The WFEMS displays the View Document Details page.
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Step

Thornton Applicant/Client Documents Received

Under the Details cluster, click the Document Name link.

o

View Document Details: James Smith - 1534

Rearrange Rescan

( Document Name: <<Document Name>> ]
mmw <<Document Type>>
Client/Case Name:

James Smith
Receipt Date:  12/31/06
De"ﬁery .ﬁm Mail

File Date: 12/31/06
‘Scan Date: 12/31/06
Stam;;' Accepted

Language:  English _ Rescan
‘Rearrange
Requested? O

 Image?
The WFMS opens an image of the document in a separate window.
o 7 g -
TEEe FAX IEM

proge

In order to process your Applcation for Mediard Disability, medical infarmation & required to determine if you
mest ] B reeded from you 3

1. 2 Initial gxearn information

Provide the name of the docter who examined you:
Doctor's Address:

Date of

| NEED TO HEAR FROM YOU NO LATER THAN (30 days from the Sate of
this lesien) 50 that your application for Medicaid can continue to be processed without further delay.
2. T Muedscand Mudheal Hevveer Tocim (MRT) Regquest for Addbonal Information

The: MET nobfied youmn aletler daled _ that the followng consulialie exam and
o lsting i necessary { Thes wall be na charge lo you)

Pl miahes to harva: e foestan
sformation bikew as soon as you know i
ol medral o

qp and o0 aand ggrvee e thee

Tlame arnd address of redeal provder

|umu

| NEED TG HEAR FROM YOU NO LATER THAN {50 days froen the dinte
of this letier) 80 that your application for Medicaid benefits can continue 1o ba processed without
further delay.

Do not hesitate to contact me if you have any questions,

G
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Step

Thornton Applicant/Client Documents Received

Review the document(s) to verify the applicant has provided the necessary initial exam
information.

If the initial exam information is complete, continue with Step 10.

If the initial exam information is incomplete, but the information can be obtained via
telephone, attempt to call the applicant (following business rules in Section 4.9 Protocol
for Outbound Calls <insert hyperlink>) to obtain the information. If the information cannot
be obtained via telephone or both attempts to contact Client are not successful, click
Correspondence from the left Navigation bar to determine next action:

If only an FI 2320 — Initial Notice to Applicant has been sent, refer to Section 3.5.6.3,
Thornton Applicant/Client Documents Not Received for New MAD or MADW
Application/Progress Report — First Notice <insert hyperlink>.

If only one FI 2321 — Follow-up Notice to Applicant has been sent, refer to Section
3.5.6.4, Thornton Applicant/Client Documents Not Received for New MAD or MADW
Application/Progress Report — Second Notice <insert hyperlink>.

If two FI 2321 — Follow-up Notice to Applicant have been sent, refer to Section 3.5.6.4.1,
Thornton Applicant/Client Documents Not Received — Review for Multiple Providers
<insert hyperlink>

10.

Click Edit.
The WFMS displays the Edit Document Details page.

11.

Change the status of the document to Accepted and index the document to the Client. Click
Save.

The WFMS displays the View Document Details page.
Refer to Section 3.11.2, Document Management <insert hyperlink>.

12.

Click Correspondence from the left Navigation bar.

[ ]

[

Correspondence |

The WFMS displays the Correspondence page.

13.

See Section 3.11.4, Sending Notices <insert hyperlink> to send medical packet to the
provider.

14.

Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

NEXT TRAN: AEMDT__ PARMS: 3000337737

15.

Enter the date in the field: 1°" PROVIDER LETTER SENT.

1

ST PROVIDER LETTER SENT:
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Step Thornton Applicant/Client Documents Received
16. From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
0/07 TIME - 14:39:31 BY - T49
07 FOR MA D APPT INFO
ICES displays CLSC — AEMDT Screen Level Comments.

17. Enter case notes regarding Thornton documents received and any correspondence sent to
the provider.

18. Click Documents from the left Navigation bar.

The WFMS displays the Documents page.

19. Review the documents indexed to the case to determine if the Medicaid Disability (Thornton)
Checklist is already indexed to the case. If the Medicaid Disability (Thornton) Checklist is not
yet indexed to the case, refer to Section 3.11.4.5, Sending Notices <insert hyperlink> to
complete the Medicaid Disability (Thornton) Checklist and attach it as a document to the
case. Document Type: Medical Documentation; Document Name: Disability Documentation.
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Step Thornton Applicant/Client Documents Received
20. Under the Exam Required cluster, mark the box next to Appointment date received from
Applicant/Representative by 30-day deadline. Medical packet (251A, 251, 3512, 2322) to
provider. Or to applicant and any representative IF they agree to take medical packet to
provider. AEMDT updated for Application/Add-a-Program.
Medicaid Disability (Thornton) Checklist
&. 0 0
Applicant: First Name Last Name Case Number | Category | Sequence
Medicaid Disability 3000347793 MAD 01
N/
Complete A Checklist Item
Individual states diagnosis meeting accelerated processing criteria
(] ] | Documentation of applicant's diagnosis received (signed by physician/board certified psychologist).
O ' O [ Applicantrepresentative cannot immediately provide documentation of diagnosis. Diagnosis Certification Form faxed
| to applicant's provider.
Medical Exam/Records Available Within 3 months of Application Date (if this section does not apply, complete next section)
O | [ 2322 to provider with 20-day deadline. AEMDT updated forApplicationiﬂdd-Prqgram.
O | O [ Records not received. Second 2323 to provider with another 20-day deadline, copy to applicant and replresentati\.re.
Records not received by 2™ 20-day deadline. 1) Intent to provide confimmed. 2323 to provider with 2™ 20-day
O O | deadine, copy to applicant and any representative. 2) Provider will not provide records, Partial Record procedure
initiated.
O | O [ Records not received after 2™ 2323, 2324 to applicant and representative with 10-day deadline
O | O | No response to 2324. AG to State for review and eligibility.
O O Medical records received: must be within 12 months and signed by physidan or board certified psychologist
(continue to MRT section of checklist)
Exam Required {Medical Records NOT Within 3 months of Application Date) (must be completed if previous section is not completed)
= 2032 and 2320 (#1 checked) to applicant and any representative with 30-day deadline from mail date. AEMDT
updated for Application/&dd-Frogram.
Appointment date received from Applicant/Representative by 30-day deadline. Medical packet (2514, 251, 3512,
5 O | 2322)to provider. Orto applicant and any representative IF they agree to take medical packet to provider. AEMDT
updated for Application/Add-Frogram.
O O Applicant did not respond to 2032/2320. 2321 sentto applicant and any representative with 10-day deadline and
attempted phone contact with applicant and representative.
O O Applicant/Representative responds by 10-day deadline, does not have appointment but intends to comply. Second
| | 2321 sent with 10-day deadline.
O | O | Mo response to 2321. AG tDlState for review and eligibility.
O O Medical records received: must be within 12 months and signed by physidan or board certified psychologist
(continue to MRT section of checklist)
21. Click Tasks from the left Navigation bar.
)
The WFMS displays the Tasks page.
22. Click Task ID for the Thornton Applicant/Client Documents Received with a Reserved status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.
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Step

Thornton Applicant/Client Documents Received

23.

Under the Options cluster, click Close Task.

Family and Social Services Administration o
Task Home ‘?
- =4 Optlons

Task Home
Close Task Park Task Forward Task

3.5.7.2.3 Thornton Provider Documents Not
Received for New MA D or MADW Application/Progress Report — First Notice
Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — First Notice
1. From the User Home page, under the My Tasks cluster, view the Subject and click the Task
ID.
My Tasks
TaskiD) Caseld Document  Subject Stalus Priority [ue Date
123456790  Birth Rearrange Document: Case: 1234567890; Client:  opan Low 7130/2004
Corfficate 123456789012 00:00
The WFMS displays the Task Home.
2. View the Primary Action and Task Instructions.
Task Instructions:
3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.
4, Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.
NEXT TRAN: AEMDT___ PARMS: 3000337737
ICES displays screen AEMDT.
5. From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
) b 7 TIME - 14 1 BY - T49
'ICE SENT TO CANT ON 06/ 07 FOR MA D APPT INFO
DUE 0 0/
ICES displays CLSC — AEMDT Screen Level Comments.
6. Review case notes related to MA D/MADW case processing.
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Step

Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice

Click Documents from the left Navigation bar.

L

| Documents I

-

The WFMS displays the Documents List page.

Refer to Section 3.11.3, Search Instructions <insert hyperlink> to search for solicited
documents in Repository of non-indexed documents.

Evaluate the documents in the Search Results to determine if the provider submitted the
information, but the information has not been indexed to the application.

If the document is found, index it to the case and refer to Section 6.4.7, Thornton Provider
Documents Received <insert hyperlink>.

If the document is not found, go to Step 10.

10.

Click Done.
INSERT SCREEN SHOT.
The WFMS displays the Documents List page.

11.

Click Correspondence from the left Navigation bar.

(" cormpmmes

The WFMS displays the Correspondence page.

12.

Refer to Section 3.11.4, Sending Notices <insert hyperlink> to send Fl 2323 — FOLLOW-UP
REQUEST TO PROVIDER FOR RECORDS — COPY TO BE SENT TO
APPLICANT/CLIENT AND AUTHORIZED REPRESENTATIVE (IF APPLICABLE).

13.

From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

TIME - 14:39:31 BY - T49
C PPLICANT ON 06, )7 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.

14.

Enter case notes indicating an FI 2323 — Follow-up Request to Provider for Records has
been sent to the provider(s). Refer to Section 4.4, Documentation Guidelines <insert
hyperlink>.

15.

Click Documents from the left Navigation bar.
The WFMS displays the Documents page.
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Thornton Provider Documents Not Received for New MA D or MADW
Step L . .
Application/Progress Report — First Notice
16. Review the documents indexed to the case to determine if the Medicaid Disability (Thornton)
Checklist is already indexed to the case. If the Medicaid Disability (Thornton) Checklist is not
yet indexed to the case, refer to Section 3.11.4.5, Sending Notices <insert hyperlink> to
complete the Medicaid Disability (Thornton) Checklist and attach it as a document to the
case. Document Type: Medical Documentation; Document Name: Disability Documentation.
17. Under the Medical Exam/Records Available Within 3 months of Application Date cluster,
mark the box next to Records not received. Second 2323 to provider with another 20-day
deadline, copy to applicant and representative.
Medicaid Disability (Thornton) Checklist
Applicant: First Name Last Name Case Number | Category | Sequence
Medicaid Disability 3000347793 MAD 01
N/
Complete A Checklist Item
Individual states diagnosis meeting accelerated processing criteria
(] ] | Documentation of applicant's diagnosis received (signed by physician/board certified psychologist).
O O Applicantrepresentative cannot immediately provide documentation of diagnosis. Diagnosis Certification Form faxed
to applicant's provider.
Medical Exam/Records Available Within 3 months of Application Date (if this section does not apply, complete next section)
[] 2322 to provider with 20-day deadline. AEMDT updated for Application/Add-Program.
( & O | Records not received. Second 2323 to provider with another 20-day deadiine, copy to applicant and representative. ]
Records not received by 2™ 20-day deadline. 1) Intent to provide confimmed. 2323 to provider with 2™ 20-day
O O deadline, copy to applicant and any representative. 2) Provider will not provide records, Partial Record procedure
| initiated. |
O O | Records not received after 2 2323. 2324 to applicant and representative with 10-day deadline
(| O | Noresponse to 2324. AG to State for review and eligibility.
O 0 Medical records received: must be within 12 months and signed by physidan or board certified psychologist
(continue to MRT section of checklist)
Exam Required {Medical Records NOT Within 3 months of Application Date) (must be completed if previous section is not completed)
O 2032 and 2320 (#1 checked) to applicant and any representative with 30-day deadline from mail date. AEMDT
| updated for Application/Add-Program.
Appointment date received from ApplicantRepresentative by 30-day deadline. Medical packet (2514, 251, 3512,
O O 2322) 1o provider. Orto applicant and any representative IF they agree to take medical packet to provider. AEMDT
| | updated for Application/Add-Program.
O O Applicant did not respond to 2032/2320. 2321 sentto applicant and any representative with 10-day deadline and
| | attemnpted phone contact with applicant and representative.
O O Applicant/Representative responds by 10-day deadline, does not have appointment but intends to comply. Second
| 2321 sent with 10-day deadline.
O O | Moresponse to 2321, AG to State for review and eligibility.
O O Medical records received: must be within 12 months and signed by physidan or board cerified psychologist
(continue to MRT section of checklist)
18. Click Tasks from the left Navigation bar.
)
The WFMS displays the Tasks page.
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Thornton Provider Documents Not Received for New MA D or MADW

Step Application/Progress Report — First Notice

19. Click Task ID for the Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — First Notice with a Reserved status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.

20.

Under the Options cluster, click Close Task.

Family and Social Services Administration o
Task Home ‘?
- =4 Optlons

Task Home
Close Task Park Task Forward Task

3.5.7.2.4 Thornton Provider Documents Not

Received for New MA D or MADW Application/Progress Report — Second Notice

Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Second Notice
1. From the User Home page, under the My Tasks cluster, view the Subject and click the Task
ID.
My Tasks
TaskiD | Case Id Document  Subject Stalus Priority [ue Date
123456790 Birth Rearrange Document: Case: 1234567890; Client:  opan Low TI30/2004
S omicate 123456789012 00:00
The WFMS displays the Task Home.
2. View the Primary Action and Task Instructions.
3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.
4, Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.
NEXT TRAN: AEMDT PARMS: 3000337737
ICES displays screen AEMDT.
5. From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
‘07 TIME - 14: : RY - T49
) AP 07 FOR MA D APPT INFO
ICES displays CLSC — AEMDT Screen Level Comments.
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Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Second Notice
6. Review case notes related to MA D/MADW case processing.
7. Click Documents from the left Navigation bar.
L]
( Documents )
L ]
The WFMS displays the Documents List page.
8. Refer to Section 3.11.3, Search Instructions <insert hyperlink> to search for solicited
documents in Repository of non-indexed documents.
9. Evaluate the documents in the Search Results to determine if the provider(s) submitted the
information, but the information has not been indexed to the application.
If the document is found, index it to the case and refer to Section 3.11.5.7.8, Thornton
Provider Documents Received <insert hyperlink>.
If the document is not found, go to Step 10.
10. Click Cancel.
The WFMS displays the Document List page.
11. Click Correspondence from the left Navigation bar.
L
L
(__cormespondence )
L)
The WFMS displays the Correspondence page.
12. Click View next to the FI 2323 — Medicaid Disability Follow-up Request to Provider for
Records.
INSERT SCREEN SHOT.
The WFMS displays the View Correspondence Details page.
Review the Follow-up Request sent to the provider to determine what information has been
requested before attempting to call the provider.
13. Attempt to contact the provider via telephone to determine if the provider has sent the
requested medical records or if the provider intends to send the requested medical records.
If the provider indicates he/she will send the requested 251A or existing medical records, go
to Step 14.
If the provider indicates he/she will not send the requested 251A or existing medical records,
refer to Section 3.5.6.4.5, Provider Does Not Intend to Cooperate <insert hyperlink>.
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Step

Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

14.

Refer to Section 3.11.4, Sending Notices <insert hyperlink> to send a 2" follow-up request
to provider for records letter (20 day deadline) and send copy to applicant/Client and
authorized representative (if possible).

15.

From ICES screen AEMDT, press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

TIME - 14:39:31 BY - T49
" 07 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.

16.

Enter case notes detailing the outcome of telephone contact with the provider (all attempts
made, phone number(s) attempted, etc.). Include provider’s intent to cooperate and any
correspondence sent. Refer to Section 4.4, Documentation Guidelines <insert hyperlink>.

17.

Click Documents from the left Navigation bar.
The WFMS displays the Documents page.

18.

Review the documents indexed to the case to determine if the Medicaid Disability (Thornton)
Checklist is already indexed to the case. If the Medicaid Disability (Thornton) Checklist is not
yet indexed to the case, refer to Section 3.11.4.5, Sending Notices <insert hyperlink> to
complete the Medicaid Disability (Thornton) Checklist and attach it as a document to the
case. Document Type: Medical Documentation; Document Name: Disability Documentation.
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Thornton Provider Documents Not Received for New MA D or MADW
Step N .
Application/Progress Report — Second Notice
19. Under the Medical Exam/Records Available Within 3 months of Application Date cluster,
mark the box next to Records not received by 2" 20-day deadline.
Medicaid Disability (Thornton) Checklist
Applicant: First Name Last Name Case Number | Category | Sequence
Medicaid Disability 3000347793 MAD 01
N/
Complete A Checklist Item
Individual states diagnosis meeting accelerated processing criteria
[l ICl | Documentation of applicant's diagnosis received (signed by physician/board certified psychologist).
O 0O | Applicantrepresentative cannot immediately provide documentation of diagnosis. Diagnosis Certification Form faxed |
to applicant's provider.
Medical Exam/Records Available Within 3 months of Application Date (if this section does not apply, complete next section)
H _ 2322 to provider with 20—d:_a'; deacﬁ@ne. AEMD_T updated fo_r Applica_tioand_d—Prqgram.
| OO0 | Records notreceived. Second 2323 to provider with another 20-day deadline, copy to applicant and representative.
Records not received by 2™ 20-day deadline. 1) Intent to provide confimned. 2323 to provider with 2™ 20-day
| O deadline, copy to applicant and any representative. 2) Provider will not provide records, Partial Record procedure
initiated.
Ll Ll | Records not received after 2¥ 2323, 2324 to applicant and representative with 10-day deadline
| O | Noresponse to 2324. AG to State for review and eligibility.
| O | Medical records received: must be within 12 months and signed by physidan or board certfied psychologist
(continue to MRT section of checklist)
Exam Required (Medical Records NOT Within 3 months of Application Date) (must be completed if previous section is not completed)
O 2032 and 2320 (#1 checked) to applicant and any representative with 20-day deadline from mail date. AEMDT
| updated for Application/Add-Frogram.
Appointment date received from ApplicantRepresentative by 30-day deadline. Medical packet (251A, 251, 3512,
O O 2322) to provider. Orto applicant and any representative IF they agree to take medical packet to provider. AEMDT
updated for Application/Add-Frogram.
O o Applicant did not respond to 2032/2320. 2321 sent to applicant and any representative with 10-day deadline and
attempted phone contact witlj applicant and representative.
O O Applicant/Representative responds by 10-day deadline, does not have appointment but intends to comply. Second
| 2321 sent with 10-day deadline.
O O | Noresponseto 2321. AG to State for review and eligibility. _ _
0 O Medical records received: must be within 12 months and signed by physidan or board certified psychologist
{continue to MRT section of checklist)
20. Click Tasks from the left Navigation bar.
)
The WFMS displays the Tasks page.
21. Click Task ID for the Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice with a Reserved status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.
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Step

Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice

22.

Under the Options cluster, click Close Task.

Family and Social Services Administration *
Task Home ?
e = Options

Task Home
Close Task Park Task Forward Task

3.5.7.2.5 Provider Does Not Intend to Cooperate

If during telephone contact with the provider, the provider does not intend to send the requested
medical records, it may be necessary to contact the applicant/Client and authorized
representative (if applicable) to request the medical records.

Step Provider Does Not Intend to Cooperate

1. Click Documents from the left Navigation bar.

L]
| Documents |
L]
The WFMS displays the Documents page.

2. Review the documents indexed to the case to determine if partial medical records have been
received and can be sent to MRT.

If partial medical records have been received, refer to Step 4 of Section 3.5.6.4.6, Thornton
Provider Documents Received <insert hyperlink>.
If no medical records have been received, go to Step 3.

3. INVOKE SEND NOTICE WORK INSTRUCTIONS TO SEND A REQUEST TO APPLICANT
TO OBTAIN RECORDS LETTER (10 DAY DEADLINE) TO THE APPLICANT/CLIENT AND
AUTHORIZED REPRESENTATIVE (IF APPLICABLE).

4. Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

NEXT TRAN: AEMDT PARMS: 3000337737
ICES displays screen AEMDT.
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Step Provider Does Not Intend to Cooperate
5. From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
DATE - 07 ‘07 TIME - 14:73 1 BY - T49
07 FOR MA D APPT INFO
ICES displays CLSC — AEMDT Screen Level Comments.
6. Enter case notes regarding the reason the provider does not intend to cooperate and any
correspondence sent.
7. Click Tasks from the left Navigation bar.
L]
.
L)
The WFMS displays the Tasks page.
8. Click Task ID for the Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice with a Reserved status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.
9. Under the Options cluster, click Close Task.
Family and Social Services Administration .
Task Home ?
Options
Task Home i
3.5.7.2.6 Thornton Provider Documents Received
Step Thornton Provider Documents Received
1. From the User Home page, under the My Tasks cluster, view the Subject and click the Task
ID.
My Tasks
TaskiD | Caseld Document  Subject Stalus Priority 1e [t
204 123456790 Birth Rearrange Document: Case: 1234567890; Client:  opan Low TI30/2004
S omicate 123456789012 00:00
The WFMS displays the Task Home.
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Step

Thornton Provider Documents Received

View the Primary Action and Task Instructions.

Task Instructions: Review and process solicited supporting document(s) for a new
application or progress report.

Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

Click Documents from the left Navigation bar.

L]

[ Documents ]

-

The WFMS displays the Documents page.

Review the document(s) to verify the provider has provided the necessary medical
information.

e If the provider has provided the necessary medical information, continue with Step 6.

¢ If the medical information is incomplete, click Correspondence from the left Navigation
bar to determine next action:

e If only an FI 2322 — Initial Request to Provider has been sent, refer to Section 3.5.6.4.3,

Thornton Provider Documents Not Received for New MAD or MADW
Application/Progress Report - First Notice <insert hyperlink>.

e If only one FI 2323 — Follow-up Request to Provider has been sent, refer to Section
3.5.6.4.4, Thornton Provider Documents Not Received for New MAD or MADW
Application/Progress Report - Second Notice <insert hyperlink>.

o If two FI 2321 — Follow-up Request to Provider have been sent, refer to Section
3.5.6.4.7, Thornton Provider Documents Not Received for New MAD or MADW
Application/Progress Report — Notice to Applicant/Client <insert hyperlink>

Navigate to ICES. Enter TRAN: CLCR; PARMS: ICES CASE NUMBER/MMDDYYYY.
NEXT TRAN: CLRC PARMS: 3000337737/07092007

Review case notes related to the MA D/MADW processing to determine if the
applicant/Client has indicated more than one provider.

Click Correspondence from the left Navigation bar.

]
C ondence

The WFMS displays the Correspondence page.
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Step Thornton Provider Documents Received
8. Review the correspondence history to determine if requests have been made to an
additional provider(s).
If there are no outstanding requests to an additional provider(s), continue with Step 9.
If requests have been made to an additional provider(s), skip to Step 16.
9. Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.
NEXT TRAN: AEMDT PARMS: 3000337737
10. Enter the date the medical packet is being sent to MRT.
MED PACKET SENT TO MRT:
If partial medical records are being sent, enter the date in the field: FINAL PROV INFO
RCVD OR DECISION TO SEND PARTIAL MED, PROV NON-COORP.
FINAL PROV_INFO RCVD OR DECISION TO SEND PARTIAL MED, PROV NON-COOP: |
11. From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE l OF 1 FOR RECIPIENT ID 3000?5?24999 T49704 A TEST/RO
) 7/30/07 _ TINE - 14:3 BY - T49
)7 FOR MA D APPT INFO
ICES displays CLSC — AEMDT Screen Level Comments.
12. Enter case notes regarding the document(s) received from the provider and any relevant
information regarding the decision to send medical information to the MRT. Refer to Section
4.4, Document Guidelines <insert hyperlink>.
13. Complete ICES screen AEWPR. Enter 'Y’ to Print MRT Routing Form. Enter the line item
number for the individual. Press Enter.
AEWPR PRINT REQUEST 12/06/07 09:05
COUNTY: 49 CASE: 3000347793 WORKER: T49161 T49704 A TEST/ROGER
REDETERMINATION MONTH: 000000
PRINT VERIFICATION CHECKLIST (Y/N): N IF NOT ALL, ENTER THE LINE NUMBER OF AN
INDIVIDUAL FOR WHOM YOU ARE REQUESTING A CHECKLIST:
PRINT SOCIAL SECURITY REFERRAL(Y/N): N
PRINT CAF (Y/N): N IF NOT ALL, ENTER CAT/SEQ OF AG:
PRINT MRT ROUTING FORM (Y/N): yIIF NOT ALL, ENTER INDV LINE NUM: 01
PRINTER: NBR: 49008000 (COUNTY + SATELLITE + PRINTER)
REPRINT LAST SOCIAL SECURITY REFERRAL OR CAF FOR THIS CASE ?(Y/N): N
1 MEDIC D
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Step Thornton Provider Documents Received
14. Click Documents from the left Navigation bar.
The WFMS displays the Documents page.

15. Refer to Section 3.11.4.5, Sending Notices <insert hyperlink> to complete the Request for
Action to Medicaid Medical Review Team and attach it as a document to the case.
Document Type: Medical Documentation; Document Name: Request for Action to Medicaid
Medical Review Team.

Request for Action to Medicaid Medical Review Team
&
| Applicant/Recipient Information
Case Number: | 30003477393 Date Prepared:
Category: MA D Sequence: |01 _ Co. of Residence: | Grant
Applicant/Recipient: First: Medicaid Last: | Disability
SSN: 000-00-0000 RID: 100000000000
Mailing Address: 222 Adams 5t
City: Indianapolis Zip: 46222
AG has Authorized Rep? | Yes[O No[O
Type of Action (check one)
& | Application
O  Additional Information — Pending Case
O | Resubmitted Information
O l Progress Report
‘ Information for Applications ‘
Application Date (pending applications only) | 11/25/2007 imm/cldiyvy)
Verified Accelerated Diagnosis (check diagnosis on page 2 of this form)
‘ Expedited Application Information ‘
If Deceased Date of Death:
Medical Urgency (explain):
| Inpatient psychiatric resident moving to community |
Medicaid Waiver || RBA [ ARCHICI
Other: I
For Partial Record Packet: list providers that did not send Medical records after 3 requests ‘
Provider Name:
Provider Name:
Provider Name:
February 29, 2008 Page 3.5-301 Version 1.4

Indiana Eligibility Modernization Project Volume 4. Service Center Processes and Procedures




Step Thornton Provider Documents Received
16. Review the documents indexed to the case to determine if the Medicaid Disability (Thornton)
Checklist is already indexed to the case. If the Medicaid Disability (Thornton) Checklist is not
yet indexed to the case, refer to Section 3.11.4.5, Sending Notices <insert hyperlink> to
complete the Medicaid Disability (Thornton) Checklist and attach it as a document to the
case. Document Type: Medical Documentation; Document Name: Disability Documentation.
17. Under the MRT Review and Decision Required cluster, mark the following boxes if the items
are complete. If the items are not yet complete, the task is not ready to be created for the
Medicaid Medical Review Team. Complete the processing of the Medicaid Disability
application before creating the Process MA B/D Application task for the FSSA Medicaid MRT
queue.
Exam Required (Medical Records NOT Within 3 months of Application Date) (must be completed if previous section is not completed)
O 2032 and 2320 (#1 checked) to applicant and any representative with 30-day deadline from mail date. AEMDT
| updated for Application/Add-Program. )
Appointment date received from ApplicantRepresentative by 30-day deadline. Medical packet (2514, 251, 3512,
| O 2322) to provider. Orto applicant and any representative IF they agree to take medical packet to provider. AEMDT
| updated for Application/Add-Program.
O O Applicant did not respond to 2032/2320. 2321 sent to applicant and any representative with 10-day deadline and
| atternpted phone contact with applicant and representative.
0 O | ApplicantRepresentative responds by 10-day deadline, does not have appointment but intends to comply. Second
| | 2321 sent with 10-day deadline.
O O | Mo response to 2321. AG to State for review and eligibility.
O O Medical records received: must be within 12 months and signed by physidan or board certified psychologist
(continue to MRT section of checklist)
MRT Review and Decision Required
{ K 2516 completed and indexed to case ) |
| | Completed 251A and/or medical records signed by phys/hd cert psychologistindexed to case
0 0 Partial medical records received. Entered name(s) of providers not complving and number of contacts to each
provider on CLSC.
[ L1 | AEMDT updated with DFR processing days. MNiA for Progress Report only.
& [ AEWPR Print Requested in ICES (do not sent to MRT) complete Request for Action to MRT
H Task 32 or 33 createdfor FSSA Medicaid MRT. AEMDT updated for Application/&dd-Frogram.
O O Additional records received signed by phys/bd cert psychologist. Records indexed to case. Additional information
| Submitted task created for FSSA Medicaid MRT. AEMDT updated for Application/Add-Program.
O O MRT requesting Additional Information. 2032 and 2320 (#2 checked) to applicant and any representative with 60-
[ | day deadline.
O O Applicantrepresentative did not respond to 2032/2320 for Additional Information. 2321 sent for Additional
| Information with 30-day deadline.
O O | Mo response to 2321 for Additional Information. AG to State for review and eligibility.
O O | MRT decision received. Updates completed on AEIDP and AEMDT (Application/Add-Program)
O CL5C recording completed for all disability related actions and contacts
Override Eligibility Checklist {Comments required)
O Applicant has withdrawn application or documentation indicates ineligibility. CLRC/CLSC documented.
Comments
O
18. Before generating a Process MA B/D Application task to the FSSA Medicaid MRT queue, be
sure all required documentation is indexed to the case. Review the documents indexed to
the case for completion. If not already indexed to the case, attach the Request for Action to
Medicaid Medical Review Team, Medicaid Disability (Thornton) Checklist, and OMPP 251B.
Complete ICES screens AEMDT and AEWPR.
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Step Thornton Provider Documents Received

19. Click Tasks from the left Navigation bar.

O Expenses
O Motes
O Communications

O Tasks

The WFMS displays the Tasks Home page.

20. Click Create Task.
The WFMS displays the Select Task Type page.

21. Click Select next to ‘Process MA B/D Application.’

~ O flams
& o
>
Select Task Type
Select Task Type
Action Task Type

Select ACS Policy Request
Select ACS Policy Response
Select Additional Information Submitted
Select Administrative Disqualification Hearing
Select Appeal Request
Select Appeal Withdrawal Request
Select Asset Trust Review Requested
Select Asset/Trust Review Completed
Select Benefit Underissuance or Benefit Recovery Referral
Select Child Support Good Cause Request
Select Continuance/Reinstatement of Benefits Needed
Select Front-end Integrity Review Referral
Select Front-end Integrity Review Results
Select Front-end Program Integrity Referral to Compliance Unit
Select Hoosier Healthwise Redetermination Received
Select Independent Resource Assessment Request
Select Independent Self-Sufficiency Account Request
Select Information Request from External Party
Select Medical Assignment Good Cause Request
Select OQut-of-State Inquiry Request
Select Out-of-State Inquiry Results
Select Phene Interview Pending

Process MA B/D Application

Select Process MA D Application - Accelerated

Select Reinstate Benefits

recent items

The WFMS creates and forwards the task to the appropriate Workgroup.

22. Click Task ID for the Thornton Provider Documents Received with a Reserved status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.

23. Under the Options cluster, click Close Task.

Task Home

Options

Close Task

Park Task Eorward Task
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3.5.7.2.7 Thornton Provider Documents Not

Received for New MA D or MADW Application/Progress Report — Notice to
Applicant/Client

Step

Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Notice to Applicant/Client

1.

From the User Home page, under the My Tasks cluster, view the Subject and click the Task
ID.

My Tasks

TaskiD| Case ld Document  Subject Sialus Priority  Due Date

204 123456790  Birth Rearrange Document: Case: 1234567890, Client:  gpan Low T/30/2004
i Ceriificate 123456789012 00:00

The WFEMS displays the Task Home.

View the Primary Action and Task Instructions.

Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

Click Documents from the left Navigation bar.
-

The WFMS displays the Documents List page.

Refer to Section 3.11.4, Search Instructions <insert hyperlink> to search for solicited
documents in Repository of non-indexed documents.

Evaluate the documents in the Search Results to determine if the provider submitted the
information, but the information has not been indexed to the application.

If the document is found, index it to the case and refer to Step 4 of Section 3.5.6.4.6,
Thornton Provided Documents Received <insert hyperlink>.

If the document is not found, go to Step 7.

Click Cancel.
The WFMS displays the Documents List page.

Navigate to ICES. Enter TRAN: AEMDT,; PARMS: ICES Case Number.
NEXT TRAN: AEMDT PARMS: 3

ICES displays screen AEMDT.
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Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Notice to Applicant/Client
9. From ICES screen AEMDT, Press PF2.
CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 1 O0F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
TIME - 14:39:31 BY - T49
C e 07 FOR MA D APPT INFO
10. Review case notes related to MA D/MADW case processing to determine if the
applicant/Client has indicated more than one provider.
11. Click Correspondence from the left Navigation bar.
L]
o
[ Comespondence ]
L]
The WFMS displays the Correspondence page.
12. Review the correspondence history to determine if requests have been made to an
additional provider(s).
13. Click Documents from the left Navigation bar.
L]
[ Documents ]
L]
The WFMS displays the Documents List page.
14. Review the documents indexed to the case to determine if the applicant/Client has more
than one provider and partial medical records have been received.
If partial medical records have been received, refer to Step 4 of Section 3.5.6.4.6, Thornton
Provider Documents Received <insert hyperlink>.
If no medical records have been received, go to Step 15.
15. Click Home from the left Navigation bar.
| navigation
L
The WFMS displays the Case Home page.
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Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Notice to Applicant/Client
16. Click Correspondence from the left Navigation bar.
L
L
[ Cormrespondence ]
L)
The WFMS displays the Correspondence List page.

17. Refer to Section 3.11.4, Sending Notices <insert hyperlink> to create and send an Fl 2324
Medicaid Disability Request to Applicant to Obtain Records (10 DAY DEADLINE).

18. From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO
DATE - 07 7 TIME - 14:39:31 BY - T49
- N CE SENT TO APPLICANT ON 06, 07 FOR MA D APPT INFO
DUE 0 J / UIJ"'I
ICES displays CLSC — AEMDT Screen Level Comments.

19. Enter case notes regarding the action taken and any correspondence sent. Refer to Section
4.4, Documentation Guidelines <insert hyperlink>.

20. Click Documents from the left Navigation bar.

The WFMS displays the Documents page.

21. Review the documents indexed to the case to determine if the Medicaid Disability (Thornton)
Checklist is already indexed to the case. If the Medicaid Disability (Thornton) Checklist is not
yet indexed to the case, refer to Section 3.11.4.5, Sending Notices <insert hyperlink> to
complete the Medicaid Disability (Thornton) Checklist and attach it as a document to the
case. Document Type: Medical Documentation; Document Name: Disability Documentation.
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Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Notice to Applicant/Client
22. Under the Medical Exam/Records Available Within 3 months of Application Date cluster,
mark the box: Records not received after 2™ 2323. 2324 to applicant and representative with
10-day deadline.
Medicaid Disability (Thornton) Checklist
-I*‘ 0 0
Applicant: First Name Last Name Case Number | Category | Sequence
Medicaid Disability 3000347793 MAD 01
N/
Complete A Checklist Item
Individual states diagnosis meeting accelerated processing criteria
[l [l | Documentation of applicant's diagnosis received (signed by physician/board cerified psychologist).
O O Applicantrepresentative cannot immediately provide documentation of diagnosis. Diagnosis Certification Form faxed
to applicant's provider.
Medical Exam/Records Available Within 3 months of Application Date (if this section does not apply, complete next section)
H 2322 to provider with 20-day deadline. AEMDT updated for Application/Add-Program.
E O | Records notreceived. Second 2323 to provider with another 20-day deadline, copy to applicant and representative.
Records not received by 2™ 20-day deadline. 1) Intent to provide confimned. 2323 to provider with 2™ 20-day
[ O deadline, copy to applicant and any representative. 2) Provider will not provide records, Partial Record procedure
initiated.
( K L1 | Records not received after 2™ 2323. 2324 to applicant and representative with 10-day deadline ]
[ _ D | Noresponse to 2324. AG to State for review and eligibility.
O O Medical records received: must be within 12 months and signed by physidan or board certified psychologist
{continue to MRT section of checklist)
Exam Required (Medical Records NOT Within 3 months of Application Date) (must be completed if previous section is not completed)
= 2032 and 2320 (#1 checked) to applicant and any representative with 30-day deadline from mail date. AEMDT
| updated for Application/Add-Program.
Appointment date received from Applicant/Representative by 30-day deadline. Medical packet (251A, 251, 3512,
O O 2322)to provider. Orto applicant and any representative IF they agree to take medical packet to provider. AEMDT
| | updated for Application/Add-Program]
O O Applicant did not respond to 2032/2320. 2321 sentto applicant and any representative with 10-day deadline and
[ attermpted phone contact with applicant and representative.
O O Applicant/Representative responds by 10-day deadline, does not have appointment but intends to comply. Second
| | 2321 sent with 10-day deadine.
O _ O | No response to 2321. AG to State for review and eligibility.
| O Medical records received: must be within 12 months and signed by physidan or board certified psychologist
(continue to MRT section of checklist)
23. Click Tasks from the left Navigation bar.
)
The WFMS displays the Tasks page.
24, Click Task ID for the Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Notice to Applicant/Client with a Reserved status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.
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Step

Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Notice to Applicant/Client

25.

Under the Options cluster, click Close Task.

Family and Social Services Administration (Home

Task Home

ozl

navigation
—e 5
Options
Task Home
Close Task Park Task Forward Task

3.5.7.2.8 Thornton Provider Documents Not

Received for New MA D or MADW Application/Progress Report — Second Notice to
Applicant/Client

Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Second Notice to Applicant/Client
1. From the User Home page, under the My Tasks cluster, view the Subject and click the Task
ID.
My Tasks
TaskiD| Caseld — Document Subisct Sws  Prioity  Due Dale
204 123456790  Birth Rearrange Document: Case: 1234567890; Client:  opan Low 7130/2004
Corfficate 123456789012 00:00
The WFMS displays the Task Home.
2. View the Primary Action and Task Instructions.
Task Instructions:
3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.
4, Click Documents from the left Navigation bar.
L]
[ Documents |
L ]
The WFMS displays the Documents List page.
5. Refer to Section 3.11.3, Search Instructions <insert hyperlink> to search for solicited
documents in Repository of non-indexed documents.
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Step

Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice to Applicant/Client

Evaluate the documents in the Search Results to determine if the applicant submitted the
information, but the information has not been indexed to the case.

If the document is found, index it to the case and refer to Step 4 of Section 3.5.6.4.6,
Thornton Provider Documents Received <insert hyperlink>.

If the document is not found, go to Step 7.

Click Cancel.
The WFMS displays the Documents List page.

Navigate to ICES. Enter TRAN: AEMDT; PARMS: ICES Case Number.

NEXT TRAN: AEMDT__ PARMS: 3000337737

ICES displays screen AEMDT.

From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
PAGE 10F 1 FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

TIME - 14:39:31 BY - T49
)7 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.

10.

Review case notes related to the MA D/MADW processing to determine if the
applicant/Client has responded to the Request to Applicant to Obtain Records Letter.

If the applicant/Client has not responded, go to Step 11.

If the applicant/Client has responded indicating he/she can obtain records, refer to Section
3.11.4, Sending Notices <insert hyperlink> to send 2032 (20 DAY DEADLINE).

11.

From ICES screen AEMDT, Press PF2.

CLSC AEMDT SCREEN LEVEL COMMENTS 07/30/07 14:41
FOR RECIPIENT ID : 300075724999 T49704 A TEST/RO

TIME - 14:39:31 BY - T49
TO APPLICANT ON 06/29/07 FOR MA D APPT INFO

ICES displays CLSC — AEMDT Screen Level Comments.

12.

Enter case notes regarding the MA D/MADW application processing and any actions taken.

13.

Click Documents from the left Navigation bar.
The WFMS displays the Documents page.

14.

Review the documents indexed to the case to determine if the Medicaid Disability (Thornton)
Checklist is already indexed to the case. If the Medicaid Disability (Thornton) Checklist is not
yet indexed to the case, refer to Section 3.11.4.5, Sending Notices <insert hyperlink> to
complete the Medicaid Disability (Thornton) Checklist and attach it as a document to the
case. Document Type: Medical Documentation; Document Name: Disability Documentation.
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Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Second Notice to Applicant/Client
15. Under the Medical Exam/Records Available Within 3 months of Application Date cluster,
mark the box: No response to 2324. AG to State for review and eligibility.
Medicaid Disability (Thornton) Checklist
'}* 0 0
Applicant: First Name Last Name Case Number | Cateqory | Sequence
Medicaid Disability 3000347793 MAD 01
NI
Complete A Checklist Item
Individual states diagnosis meeting accelerated processing criteria
Ll [l | Documentation of applicant's diagnosis received (signed by physician/board certified psychologist).
O O Applicantrepresentative cannot immediately provide documentation of diagnosis. Diagnosis Certification Form faxed
to applicant’s p_ru\.fider.
Medical Exam/Records Available Within 3 months of Application Date (if this section does not apply, complete next section)
EH 2322 to provider with 20-day deadline. AEMDT updated for Application/Add-Program.
| O | Records not received. Second 2323 to provider with another 20-day deadline, copy to applicant and representative.
Records not received by 2™ 20-day deadline. 1) Intent to provide confirned. 2323 to provider with 2™ 20-day
E O deadline, copy to applicant and any representative. 2) Provider will not provide records, Partial Record procedure
initiated.
| [0 | rRecords not received after 2™ 2323, 2324 to applicant and representative with 10-day deadline
( E O | Moresponseto 2324, AG to State for review and eligibility. ]
O O Medical records received: must be within 12 months and signed by physidan or board certified psychologist
(continue to MRT section of checklist)
Exam Required (Medical Records NOT Within 3 months of Application Date) (must be completed if previous section is not completed)
O 2032 and 2320 (#1 checked) to applicant and any representative with 30-day deadline from mail date. AEMDT
| updated for Application/Add-Program.
Appointment date received from Applicant’Representative by 30-day deadline. Medical packet (251A, 251, 3512,
O O 2322) to provider. Orto applicant and any representative IF they agree to take medical packet to provider. AEMDT
| | updated for Application/Add-Program.
n O Applicant did not respond to 2032/2320. 2321 sent to applicant and any representative with 10-day deadline and
| attempted phone contact with applicant and representative.
O O Applicant/Representative responds by 10-day deadline, does not have appointment but intends to comply. Second
| | 2321 sent with 10-day deadline.
O | O | Mo response to 2321. AG to State for review and eligibility.
O O Medical records received: must be within 12 months and signed by physidan or board cerified psychologist
{continue to MRT section of checklist)
16. Click Data Collection Checklist from the left Navigation bar.
-]
[ Data Collection Checklist)
]
The WFMS displays the Data Collection Checklist page.
17. Under the Application/Re-determination Data Collection Checklist for: cluster, select the
appropriate Assistance Group.
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Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Second Notice to Applicant/Client
Jata Collection CI list James Smith - 60000001 ‘5
. Read Previous Checklist Read Current Checklist Create Checklist
Rt — e Lt
;
B Type: Data Collection Checklist Status: In Progress
. Application/Redetermination Data Collection Checklist for:
: i Lalenry =4 R, Siatie
= ﬁ Medicaid for the Aged 1G] John Smith Pending ]
" I Food Stamps 01 James Smith Pending
Data Collection
Checklist I_ Hoosier Healthwise for Children under Age One 01 John Smith Pending
. ; l_ TANF based on Absence of Parent 01 James Smith Pending
Under the Override Data Collection Checklist cluster, mark the box next to Applicant failed to
complete required interview or return required verification.
Reazon Reguired: Check a reason below or enter commients
( | | Applicant failed to complete required interview or return required verification ]
| ] Applicant has withdrawn application or documentation indicates ineligibility
Enter comments describing the MA D/MADW application processing.
Save | | Cancel |
Refer to 4.29 State Review and Eligibility Determination Needed <insert hyperlink> to
confirm whether any additional action is required to send a task to the State.
18. Click Tasks from the left Navigation bar.
O Expense
L) "'._
O Communice
The WFMS displays the Tasks page.

19. Click Task ID for the Thornton Provider Documents Not Received for New MA D or MADW
Application/Progress Report — Second Notice to Applicant/Client with a Reserved status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.

The WFMS displays the Task Home.
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Ste Thornton Provider Documents Not Received for New MA D or MADW
P Application/Progress Report — Second Notice to Applicant/Client
20. Under the Options cluster, click Close Task.
I Task Home
Options _
Park Task Forward Task
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3.5.8

3.5.8.1

Workgroup 11 Work Instructions
Ready for Second Party Review (SPR)

Upon completion of the Data Collection Checklist, a Ready for Second Party Review (SPR) task
is be created and forwarded to Workgroup 11.

Step Ready for Second Party Review (SPR)

1. From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.

Task ID Subject
292 MNew Application ready for Initial Review - 519.

The WFMS displays the Task Home.

2. View the Primary Action and Task Instructions.
Task Instructions: Review all case documents, budgets, and ICES entries for correct
processing. Make corrections as needed and create task for Adult Coach when errors need
addressing at ESA level.

3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

4. Complete the Second Party Review. Navigate to ICES. Enter TRAN: AEREV; PARMS:
ICES Case Number. Press Enter.

5.
from the left Navigation bar.

L]
( Documents )
L]

The WFMS displays the Documents page. Access application/case documents as needed
during second party review by clicking the Document Name hyperlink. The WFMS displays
the View Document Details page and an image of the document opens in a separate
window.

6. Correct any errors found while completing the Second Party Review. If multiple or significant
errors are corrected and need addressing at the ESA level, refer to Section 3.5.7.2, Initiate
SPR Errors Task <insert hyperlink> to create and forward an SPR Errors task to the
appropriate Coach.

7. When the second party review is complete, enter TRAN: AETRV. Press Enter.
ICES terminates the review driver flow.
NEXT TRAN: AETRV PARMS: 30003377
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Step Ready for Second Party Review (SPR)
8. Enter TRAN: CLRC; PARMS; ICES Case Number. Press Enter.
NEXT TRAN: CLRC PARMS : 3000076384
Update case notes in ICES detailing the second party review, documenting any errors
corrected.
9. Click SPR Checklist from the left Navigation bar.
L )
(__SPR Checklist J
The WFMS displays the SPR Checklist page.
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Step

Ready for Second Party Review (SPR)

10.

Mark the box to certify the following items as complete on the SPR Checklist:

re—,,,_SeSEeSTLY
Second Party Review Checklist: James Smith - 60000001 ?
Read Pravigus Checklist Read Current Checklist Create Checklist

Checklist Details

Typet Data Collection Checklist Status: In Progress

Categroy. Sequence Individual Slalus

Medicaid for the Aged m John Smith Pending
Food Stamps 01 James Smith Pending
Hoosier Healthwise for Children under Age One 01 John Smith Pending
TAMF based on Abzance of Parent o James Smith Pending

Checklist ltems

Complete  N/A Checklist tems
r -y
r File Date entered comectly or has been corrected.

Name and data on scanned application match Workflow Management System pre-
entered data, or data corrected. (M/A Only for Redeterminations)

1

Search conducted to determineg if individual(s) known Lo system

Reconciled individual(s) found in search with similarfsame name or same 55N

Required Data Broker request submitted and information reconciled
For Disability cases, Social Summary completed (Form 251B)

If asset trust present, Asset Trust task completed

For Medicaid Waiver cases, data collected to support selection of Waiver Category

Data collection completed for resources reported. N/A anly for SSI eligible
individuals.

For Mursing Home cases with community spouse, spousal impoverishment data
collection completed

For cases with reported resource transfer(s), data collection completed

Data collected to support determination of Retro Active months requested

M. 31 FEEL T O L

il e (s W b (s S S

Required verifications present and complete
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Step

Ready for Second Party Review (SPR)

11.

If the case is complete and Ready for State Review and Eligibility, mark the appropriate box.

Second Party Review Results

r Data collection complele. Ready for State Review and Eligibility
= FIAT Authorization Meeded
- Data collection not complete, Retumn for completion

I Reason Caonfirmed for Override of Dala Collection Checklist

Comments
C

2|

Save | [ Cancel |

e If a FIAT Authorization is needed, mark the appropriate box. Marking the FIAT
Authorization Needed box forwards the appropriate task to the appropriate Workgroup.

e |f the Data collection is not complete and needs to be returned, mark the appropriate
box. Marking this box forwards the appropriate task to the appropriate Workgroup.

¢ If the reason for overriding the Data Collection Checklist is confirmed, mark the
appropriate box. Marking this box forwards the appropriate task to the appropriate
Workgroup.

12.

Once all applicable items have been certified on the checklist, click Save.
The WFMS creates and forwards the appropriate task to the appropriate Workgroup.

3.5.8.2

Initiate SPR Errors Task

While processing a Second Party Review, if errors are found and corrected, it may be
necessary to create an SPR Errors task that is forwarded to the appropriate Coach.

Step Initiate SPR Errors Task
1} From the Application Home page or Case Home page, click Tasks from the left Navigation
bar.
The WFMS displays the Tasks page.
2. Click Create Task.
The WFMS displays the Select Task Type page.
3. Click Select next to ‘SPR Errors.’
INSERT GUI
Click Save.
The WFMS creates and forwards the SPR Errors task to the appropriate Coach.
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3.5.9 Workgroup 2 Coaches Work Instructions

3.5.9.1 Returned by State

A State Eligibility Consultant (SEC) gets a State Review and Eligibility Determination task and
determines that additional work should be performed by the Coalition prior to determining
eligibility. The SEC enters the reason for returning the task in case notes, and creates a
Returned by State task which is received by the appropriate Coach’s queue. If there is a need
to send the applicant/Client an FI 2032 Pending Verifications for Applicants/Recipients, it is not
necessary to return the case to an SEC.

Step Returned by State
1} From the User Home page, under the My Tasks cluster, view the Subject and click the Task
ID.
9000047364 1013 - Returned by State High

The WFMS displays the Task Home.

2. View the Subject and Task Instructions.
Task Instructions: Review case notes and resolve issues.

3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

4, Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES Case Number/MMDDYYYY. Press
Enter.

NEXT TRAN: CLRC PARMS: 3000337737/07092007

Review the case notes to determine the reason(s) for returning the case.

6. Resolve the outstanding issues, contacting the SEC who returned the case (if needed). If
necessary there is a need to send the applicant/Client an FI 2032 Pending Verifications for
Applicants/Recipients, refer to Section 3.11.4., Sending Notices <insert hyperlink> to create

correspondence.

7. In ICES, Press PF4 to update CLRC notes. Include any actions taken to resolve the
outstanding issues and any contacts made.

8. If the case is ready for State Review and Eligibility Determination, it is necessary to complete

the appropriate checklist to generate a State Review and Eligibility Determination task for
the appropriate FSSA Authorization queue.

Note: If the Returned by State task was generated for application or redetermination
processing, complete the Data Collection Checklist. If the Returned by State task was
generated for change processing, complete the Change Checklist.

9. Click either Data Collection Checklist or Change Checklist from the left Navigation bar.

The WFMS displays either the Data Collection Checklist or Change Checklist page.

10. Under the Options cluster, click Create Checklist.
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Step

Returned by State

11.

Under the Application/Redetermination Data Collection/Change Checklist for cluster, mark
the box next to the category for which a State Review and Eligibility Determination task is to
be generated.

Note: If the case contains an Adult Related Medicaid category, do not complete the
checklist. Refer to Section 3.5.9.2, Forward Returned by State task to the FSSA Queue
<insert hyperlink>

12.

Once the Checklist is completed, click Save.

The WFMS generates a State Review and Eligibility Determination task for the FSSA queue
and displays either the Data Collection Checklist or Change Checklist page with the
Checklist status as Completed.

13.

Click Home in the upper right corner.
The WFMS displays the User Home page.

14.

Click the Task ID for the Returned by State task with a Reserved Status.

The WFMS displays the Task Home page.

15.

Under the Options cluster, click Close Task.

The WFMS displays the Close Task Confirmation page.

16.

Click Yes.

| navigation Close Task: processnewapp-Case - 9000027458 [#eip |

|| Are you sure you want to close this task?

Yes No |

[recentitems )

The WFMS displays the Task Home with the next task.

3.5.9.2

Forward Returned by State task to the FSSA Queue

If the completion of the Returned by State task for Adult Related Medicaid categories results in
State Review and Eligibility Determination, it is necessary to forward the Returned by State task
to the appropriate FSSA authorization queue instead of generating a State Review and
Eligibility Determination task via the Data Collection Checklist or the Change Checklist.

Step

Forward Returned by State task to the FSSA Queue
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Step Forward Returned by State task to the FSSA Queue

1} Click Home in the upper right corner.
The WFMS displays the User Home page.

2{ Click the Task ID for the Returned by State task with a Reserved Status.

The WFMS displays the Task Home page.

3{ Under the Options cluster, click Forward Task.

Task Home ?
[ rwvsaton
|

IR st ol Close Task Park Task

The WFMS displays the Forward Task page.

4/ Click on the magnifying glass to select the work queue.

Forward Task: returnedbystate-Case - 200483 lselgﬁ

o Assignment Details

#Assign To: ‘Work Queus "

g

Task Instructions

The WFMS displays the work queues in a pop up window.

5/ Click Select next to the appropriate work queue as defined by case processing status.

If the Returned by State task is for application processing, click Select next to FSSA
Application. If the Returned by State task is for change processing, click Select next to
FSSA Change Authorization. If the Returned by State task is for redetermination processing,
click Select next to FSSA Redetermination.

The WFMS displays the Forward Task page.

6] Click Save.

The WFMS forwards the Returned by State task to the appropriate queue and refreshes the
Task Home page with the next task.
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3.5.9.3 ACS Policy Request

An ACS Policy Request task is created and forwarded to the Coach by an EA, ES, or ESA while
performing application and case processing tasks. If unable to resolve the policy issue in
guestion, the ACS Policy Request task must be forwarded to the ACS Policy Unit for resolution.

Step

ACS Policy Request

% ACS Supervisor Home

Process Request for Services
Apply Now

Create Application Case
Create User Defined Task
Change Password

| recent items

Get Next Task

Case Primary

e Client

9000005639 sue client

Task Name Status Priority Due Date
1077 - ACS Policy Request Reserved Medium 2’;1_?;2997

1} From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.

Case
Person
Document
Task

The WFMS displays the Task Home.

Close Task

1077 - ACS Policy Request

| recent items

2. View the Subject and Task Instructions.

Subject

Priority: Medium
Reserved By: April Rogers
Time Worked: 00:00 [Change

Primary Action Supporting Information

Park Task Forward Task

Task ID: 9000005639 Status: Reserved

Deadline: 9/14/2007 15:11
Last Assigned: 9/19/2007 22:15
Park Deadline:

Case Reference

|Research and resolve questions. Escalate to State Policy, as needed. Send results back to initiating worker/workgroup. |
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Step

ACS Policy Request

Under the Supporting Information cluster, click Case Home page.

Close Task Park Task Forward Task

Subject
1077 - ACS Policy Request

e Task ID: 9000005639 Status: Reserved
Priority: Medium Deadline: 9/14/2007 15:11
Reserved By: April Rogers Last Assigned: 9/19/2007 22:15

Time Worked: 00:00 [Changel Park Deadline:

[ecent tems

Primary Action Supporting Information

Case Reference

Task Instructions

Research and resolve questions. Escalate to State Policy, as needed. Send results back to initiating worker/workgroup.

The WFMS displays the Case Home page.

4. Click Documents from the left Navigation bar.
INSERT GUI
The WFMS displays the Documents page.

5. Click the Document Name hyperlink for the ACS Policy Interpretation Request/Response
Form.

The WFMS displays the View Document Details page and an image of the ACS Policy
Interpretation Request/Response Form opens in a separate window.

6. Review the information on the ACS Policy Interpretation Request/Response form, including
the Case Information, Programs, Situation Description, Question(s) and Requestor’s
Proposed Response.

7. Research and resolve policy question(s) on the Policy Interpretation Request/Response
Form.

o If able to resolve policy question(s), continue with Step 8.
¢ If unable to resolve policy question(s), skip to Step 12.
8. Navigate to ICES. Complete all applicable ICES screens.
9. Enter TRAN: CLRC; PARMS: ICES Case Number. Press Enter.
NEXT TRAN: PARMS .
Enter case notes regarding the resolution of the ACS Policy Request task.
10. Click Home in the upper right corner.
The WFMS displays the User Home page.
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Step

ACS Policy Request

11.

Click the Task ID for the ACS Policy Request task with a Reserved Status.

ACS Supervisor Home

O Work Queuve Dashboa Process Reguest for Services Case

Apply Now Person
Create Application Case Document
Create User Defined Task Task
Change Password User

recent items

Get Next Task

My Tasks

Prim: I ! e
Task g?:ﬁt = Task Name Status Priority Due Date

9/14/2007

9000005639 | sue client 1077 - ACS Policy Request Reserved Medium 15:11

The WFMS displays the Task Home.

12.

Under the Options cluster, click Close Task.

Help

| | Options

Park Task Forward Task

1077 - ACS Policy Request

Task ID: 9000005629 Status: Reserved

| recent items Priority: Medium Deadiine: 9/14/2007 15:11
= Reserved By: April Rogers Lask Assigned: 9/19/2007 22:15
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Reference

Task Instructions

Research and resolve questions. Escalate to State Policy, as needed. Send results back to initiating worker/workgroup.

If the task has not been resolved, it is necessary to forward the ACS Policy Request task to
the ACS Policy Unit. Under the Options cluster, click Forward Task.
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Step ACS Policy Request

ily and Social

dministrati

Task Home Help
Options

O Task Assignment List Close Task Park Task Forward Task

O Graphical View Subject

1077 - ACS Policy Request

Task ID: 9000005639 Status: Reserved
{ recent items Priofity: Medium Deadline: 9/14/2007 15:11
i — Reserved By: April Rogers Last Assigned: 9/19/2007 22:15
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Reference

Task Instructions

Research and resolve questions. Escalate to State Policy, as needed. Send results back to initiating worker/workgroup.

The WFMS displays the Forward Task page.

13. Under the Assignment Details cluster, use the drop down box to select to Assign To: Work
Queue.

orward Task: acspolicyrequest-Case - 9000005639

Assignment Details

# Assign To: | Work Queue
J

l Task Instructions

Cancei

14. Click the Magnifying Glass icon.

- navigation orward Task: acspolicyrequest-Case - 9000005639

Assignment Details

* Assign To: |WDrk Queue H % &

it =
el e J| Task Instructions

The WFMS opens a separate window that displays work queues.
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Step

ACS Policy Request

15.

Click Select next to ACS Policy Unit.

“ Assign To: | Work Queue

Task Instructions

Action
Select
Select
Select
Select

Select

Select
Select
Select

Select

Select
Select
Select
Select
Select
Select

Select

Select Work Queus

Name

ACS Communications

ACS Policy Unit

Applications

Applications - Adult
Applications Hoosier Healthwise

Apps/Redets-Data Gathering
Interviews non FS

Apps/Redets-Data Gathering
Interviews non FS-Adult
Apps/Redets-Data Gathering
Interviews w/FS

Apps/Redets-Data Gathering
Interviews w/FS - Adult

Apps/Redets-Interviews -
Waiver/Nursing Homes
Arbor Area Queue
Arbor Communications
Arbor Complaints
Asset/Trust

Benefit Recovery
Changes
Changes-Adult
Coaches

Coaches - Adult
Complaints

DEFAULT

Administrator

ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER

ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER

ADMINISTRATION USER

ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER
ADMINISTRATION USER

B

User Subscription

16.

Enter task instructions in the Task Instructions box.

navigation

Forward Task: acspolicyrequest-Case - 9000005639

[v]

Assignment Details

*Assign To: |Wurk Queue

=5

recent items

Click Save.

Save Cancel

The WFMS creates and forwards the ACS Policy Request task to the ACS Policy Unit and
refreshes the Task Home page with the next task.
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3.5.9.4  ACS Policy Unit Response
An ACS Policy Unit Response task is created and forwarded by the ACS Policy Unit.

Step ACS Policy Unit Response
1. From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
My Tasks
TaskiD) Caseld  Document Subiect Staws Priority e Dat
204 123456790 Birth Rearrange Document: Case: 1234567890; Client:  opan Low 7I30/2004
S omicate 123456789012 00:00

The WFMS displays the Task Home.

2. View the Primary Action and Task Instructions.

Task Instructions: Review the response from the ACS Policy Help Desk. If no additional
information is required, make appropriate changes to the WFMS and ICES. If additional
information is needed to finish processing, send a request for verification to the
applicant(s)/Client(s).

3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.

4. Click Documents from the left Navigation bar.
INSERT GUI

The WFMS displays the Documents page.

5. Click the Document Name hyperlink for the ACS Policy Interpretation Request/Response
Form.

The WFMS displays the View Document Details page and an image of the ACS Policy
Interpretation Request/Response Form opens in a separate window.

6. Review the response from the ACS Policy Help Desk and make any appropriate changes to
the WFMS and/or ICES.

Note: Changes should only be made in the WFMS when an application has not yet been
registered in ICES.

7. Navigate to ICES. Complete all applicable ICES screens as a result of the ACS Policy Unit
Response.
8. Determine if additional information is required based on the ACS Policy Unit Response.

Refer to Section 3.11.4, Sending Notices <insert hyperlink> if additional information is
needed as a result of ACS Policy Unit response. If no additional information is needed, skip
to Step 9.
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Step

ACS Policy Unit Response

Enter TRAN: CLRC; PARMS: ICES Case Number. Press Enter.

NEXT TRAN: CLRC PARMS: 3000076384
Enter case notes regarding the resolution of the ACS Policy Request task.

10.

Click Home in the upper right corner.
The WFMS displays the User Home page.

11.

Click the Task ID for the ACS Policy Request task with a Reserved Status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
The WFMS displays the Task Home.

12.

Under the Options cluster, click Close Task.
Family and Social Services Administration *

Task Home ?

'

Options

Task Home
Close Task Park Task Forward Task

The WFMS refreshes the Task Home page with the next task.

3.5.95

SPR Errors

When a Workgroup 11 ESA makes a determination that errors need addressing by the
appropriate Coach, the WG 11 ESA creates and forwards an SPR Errors task to the
appropriate Coach.

Step SPR Errors
1. From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
My Tasks
TaskiD) Caseld Document  Subject Siaws Briority  Due Date
204 | 123456790 Binh Rearrange Document: Case: 1234567890; Client.  gpen (o TR
Corficate 123456789012 00:00
The WFMS displays the Task Home.
2. View the Primary Action and Task Instructions.
Task Instructions: Review errors and formulate any training/disciplinary action, as needed.
3. Under the Supporting Information cluster, click Case Home page.
The WFMS displays the Case Home page.
4, Take appropriate action to address the SPR Errors task at the individual level.
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